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FOREWORD 



To Members of the Faculty: ^ 



Colleagues ; 



As complex social organizations grow, the need for effective 
communication is paramount; Towson State College is a complex 
organization; its 7,000 full-time day students and approximately 
5,000 part-time graduate and undergraduate students are here to 
learn and to grow under .the tutelage and necessary academic sup- 
port coming from approximately 450 faculty and its administrative 
and service personnel. ^ The Faculty Handbook exists* to provide, 
-^faculty with one convenient re£erence for finding answers to their 
questions. It is by no means complete nor permanent. It is de- 
signed to provide basic information rather than details of admin- 
istration and is prepared in loose leaf form so that changes c^ 
be readily made. ' I hope that you will attempt to keep your 
Handbook up to'^date as revisions are sent to you from this office. ■ 

^ ) 

The Handbook was edited "by a joint committee ""of the Faculty 
Association and the OffTce of the Dean of the College and repre- 
sents the combined efforts of dozens of dedicated faculty and 
administrators who assis'ted in seeing this project through .ta 'its 
finish. Special thanks are extended to officers in the Faculty 
Association whp foresaw the need for such a handbook some time 
ago and/who worked to bring it to publication. 

The Faculty Handbook is but one way that you can keep in- 
formed. Please feel free to consult the appropriate administrative 
'office should you have questions not answered in the enclosed. We 
are here to serve. 



Kenneth A. 
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PART I. HISTORY AND ORGANIZATION 



A. HISTORY 



Towson State College has recently completed its first century 
of service. During this period the college has occupied four ^tes 
and operated under three names. 

■ On January 15, l866, Towson State College, known then as The 
Maryland Normal School, opened for its first day of classes at 21+ North 
Pack Street in the center of Batimore, utilizing one hall of TO x_ .0 
feet and two. antKrooma,. There were four -faculty members to serve an 
initial enrollment of eleven young women. 

In 18T.2 the school moved to a site at Franklin and Charles Streets. 
This building , although larger and more adaptable to ' 
ca^e' inade^-ate to meet the needs of a student body ^^^^.f ^rown to 
over KjS^On February -29 l876 , M. A. Newell, the school's first principal, 
nine o;h;r faculty meLer^ and 206 students moved to a bu Iding designed 
especially' for its purposes at Carrollton and Lafayette Streets. Rapid 
growth of enrollmef^t forced a $H0,000 addition to this building in 189^. , 
THIS building soon became overcrowded .and Principal Newell and his ^ 
successors EUJah P.ettyma., George Ward and Sarah Richmond expressed a 
•desire to move the school to.Baltimore County. Miss Richmond saw her 
ef.forts meet success vhen in 19l5 the college moved to P;;^^^^ ^^^^ .. 
in Towson. " Upon initial occupancy the 80 acre campus consisted^of an 
administration-Classroom building, Stephens Ha^k; ^ f ' f ^^^^ ' ' 

a power plant •, a laundry, a president's -^^^^^"^f ' ^J^" '/"^^^^^'etent ' 
cottage. In 1917 Henry S. West became principal^ but f ^^^^^ '^i^/^i^^^'^^"^ 
direction, education at Towson was adversely affected by World War ^' f 
1920 Lida Lee Tall succeeded Mr. West, and in 192^. , Principal Tall ^^^^^^^^"^ 
the occupation„of Richmond Hall, a dormitory^or women. In 1925 ^wo ^ing^ 
were added to the Newell Dining ' Hall^and 1933 ?aw completion of the ele- 
■ mentary school, now Van Bokkelen HalTT In 1935 the schools nafte wag . 
."hanged to Tlie State .Teachers College at Towson. In 1958 the college _ 
Enhanced its t^acher%ducation training by introducing ~a graduate program 



'in Education. 



Inl963'the college broadened its educational scope with the addition 
of the Arts and Science curriculum and was renamed Towson State College. 
In 1965 the graduate program was expanded to include progrsjns in S-U^dance 

ouiseling and se.ondary'education . ■ The year ^966 saw Towson Stat^Xo^lege 
complete 100 years of service and its future growth potential became fully 
realized. ^ 
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Towson State College. Is in the^midst of a perioip of unprecedented 
expansion.^ "From its humble origin' 'has grown an/institution which spans 
over 300 acres and has a full-time d^y" student enrollment in .excess of 
8,000. Towson, the largest of 'the Maryland State colleges, offers under 
graduate majors in Arts and Sciences' and E(iucation, in addition to a num 
ber of Masters Programs. It egiiploys »;a, faculty and staff of more than 
1,000 and has graduated more than 24,000 students. A long range fifty 
million dollar facilit ies 'development program is now in progress and is 
rapidly becom^ng"^vident on oampus . ' ^ ^ ' . 

B. ADMINISTRATIVE ORGANIZATION 

1. State Level 

Maryland's System of .Higher Education 

A Higher education in Maryland is organized an>a tripartite basis: 
tha^University of Maryland which is governed by its -Board of Rege'nts^ 
the six State Coll^g^^ which are governed by the Board of Trustees of 
the State Colleges, and\the community colleges which are governed by 
the Board of Trustees forxt^he Community Colleges. St. Mary's College 
in St. Mary's City, which Im^^een converted recently from' a junipr 
college to a four "year public cb^Uege , \\/s not yet been brought tinder 
the above system. The Council foriU^her Education has recommended tha| 
it 'come under the Board of Trustees ot^4ae State Colleges. The -Unive^i 
of Baltimore has also entered the system as^r^fJanuary 1,.1975. 



Towson State .College 'is gne of the six State Colleges ^ f^e other 
'five Colleges are: Bowie State College, Bowie;' Coppin State Cc^flege, 
Baltimore; Frostburg State College, Frostburg; Morgan State College, 
Baltimore; and Salisbury State College, Salisbury^ 

Board of Trustees of the State Colleges ^ 

The Board of Trustees of the State Colleges is composed of nine 
members j the State Superintendent of Schools, ex officio , and eight 
members appointed by the .Govarnor to overlapping terms of nine years. 
The Board* functions for the n/ost part through three standing committees; 
Program- and Advanced IJlanniAg, Budget and Finance, and Faculty and 
Student;^ Affairs . The full Board meets at least four times each year,;^ 
r.otating its meetings on the campuses of the six colleges. 

) 
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committees meet as required. A staff ' consisting of * an « 
^^ecutive Director and Several staff specialists is housed at 
the offices of t^e Board, 16 Francis Street, Annapolis, Maryland 
21401. / 

The governing power of all of the State colleges is vested , 
in the Board of Tri^stees and the. governing power of eabh college 
in its President ( Maryland Annotated Code . Article 77,- Chapter 
13). Each college has developed its own principleis and procedures 
of governance involving the President,, the administrative officers, 
the Faculty, and the students* On. January 8, 1968 the Board 
adopted in principle the joint policy statement on Government of 
Colleges and Universities "^prepared by the American Association of 
University Professors, the American Council on Education, atid the 
Association of Governing Boards of Universities and Colleges and • 
* re^quested that each college draw up a written stat^eme^t setting 
forth the role and scope of the Faculty in the Governance of the 
college. Such a document providing f<!>r the participation of the 
Faculty and students in the governance of Towson ;State College was 
developed by a committee composed of representatives \of the 
Administration, the Faculty and students. It was adopted by 
vote o£ jthe Faculty and the Student Senate in the Spring of 
1970. A copy of this document appears in this Handbook under 
the title TOWSdN STATE COLLEGE CONSTITUTION (Appendix A). \ 

Maryland State Colleges Faculty Setiate 

With the approval of the Board qf Trustees the Faculty Senate of 
the State Colleges of Maryland, representing the faculties of all the 
State colleges, was organized and began to function in the Fall 
of 1969. ^Towson State College has four representatives, all of 
whom are elected by the Faculty. The constitution of this Senate 
is included in this Handbook (Appendix B) . 

Board of Visitors 

In 1969 the General Assembly enacted a bill to establish 
a Board of Visitors for each of the State colleges. The 
Board of Visitors is composed of nine members, several of whom 
are appointed by the Governor for five ye^r terms. One of 
the remai^ning two is fleeted by the College facultsy, and the 
other is a student elected annually by the Student body^ 
The responsibilities of the Board of Visitors include a^istance 
to the President in the determination of the goals of the 
College and in the evaluation of the progress toward those 
goals; review of budget proposals as- developed by the President, 
and advice and assistance in the preparation of the annual 
budget; advice aiti assistance to the President in the 
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development of coiiiraunity related ^programs; assumption of leadership 
in the development of community and private support for the College; 
and consultation in the selection of a new president when a vacancy, 
occurs at the College. ' o 

Council for Higher Education 

The Maryla^nd Council for Higher Education with offices in the • 
State Office Byilding, Annapolis, Maryland, exists in an advisory ^ 
capacity to the Governor'. The Council and its. staff study, review, 
and recommend to the Governor changes related to. programs and 
structure in the State's institutions of higher education,'" 

The Department of State Planning 

The Department of State Planning functions as the Governor's staff 
agency in planning matters and. prepares , recommends, and keeps up-to-date 
a balanced integrated program for^^the development and ^effective employ- 
ment of 'the natural .and *other resources of the State,- ir^ order to promote 
the health, .safety, and general welfare of its citizens. The Department 
prepares the State's capital program and the annual capital budget. It 
also cooperates witb and *proVides planning assistance to county, municipal 
and oth'er local governments . , ^ 

t ' ' ' ^ 

* , Department of General Services 

After a new building^as been approved by the Legislatures?i the 
r'esponsibility for the planning of the building rests primarily in 
the Department of General Sj^rvices. A committee composed, of members 
of the College faculty and administration participate-s in'^the 
planning of the building but thi? Department app-oints the architect 
and has final . author ity for approving the pl^ans. After plans have 
been approved arid contracts awarded, the Department appoints one of 
its supe'^v/i^ry staff as a supervisor and inspector construc- 
tion is underway. , • 

This Department als'S^'^has jurisdiction over the? 'State Purchasing ^ 
Bureau and Office of Central Services. / 

2 . College Level . • 

The chief . administrative officer of the College is the Pjesident/,, 
who has full responsibility for the conduct of all programs. Report- ^ ^ 
ing directly to th^ President are four vice-presidents responsible 
for the major programs of the College: the Vice-President for Academic 
Affairs and Dean of the College, whose responsibility includes all 



ERIC 



9^- * 18 



:ir arl^-niif: proKramB and academic personnel; the Vice President for 
:;tiirl(-nt fiervlccs^ who is responsible for all student services, the 
Vice-President of Business and Finance, 'who prepares and admi^nisters 
the College budget and supervises finance, plant operation and main- 
tenance, security and transportation, administrative services, campus 
planning, computer systems, personnel, auxiliary service, and the 
College Center; and the Vice-President for Institutional Development, 
whose responsibilities are alunmi services, news and publications , 
services, public relations and development. 

"Reporting directly to the Vice-President fQr Academic Affairs 
and Dean of the College are: The Associate Deans, each of whom is 
responsible- for a number of academic departments and academic service 
areas; the Dean of the Gi^aduate Division; the Dean of the Evening 
College and Summer Session; the Director of the Library; the Associate 
Dean for Minority Relations; and the Associate Dean for Instructional 
Services. ^ ' . 

Reporting directly to the Vice President for Institutional 
Development are: Director of Alumni Services, Director of Development,- 
Director of Corporate and Foundation Programs, Director of News and 
Publications Services, , Director of the Maryland Goyncil on Ecotlomic 
, Education and the Assistant to the Vice President. 

■ -> " ^ • 
Reporting directly 'to the Vice President for Business and 
Finance, are: Director of Administrative Setvices; Director, of Auxili^y 
'Services; Direction of On-Campys Planning; Director of Finance; Director- 
of .Personnel; Director of Physical Plant; Director of Security; Assistant 
to the Vice President; and the Systems Analyst. 

The Affirmative Action Officer also reports directly to the 
President. Res.ponsibilities of the Affirmative Action Officer include 
developmenj:' and monitoring of programs under the equal opportunity and 
affirmative action commitment of the college, advising jn^mbers of the 
college community of their rights and obligations undei? the AffirmaMve 
Action Plan and civil rights legislation, and serving as. liaison witlV . 
State and Federal civil rights agencies. The provisional^ Affirmative 
'Action Plan, circulated in November 1974, is now undergoing revision; 
a final version will be circulated during the 1975-76 academic year. ' 
Copies of the provisional plan are available from the Affirmative Action 
Officer. ^ ' \ 

Orgaiiizational charts appear as^ Appendix C. 
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C. THE FACULTY / ' 

r 

The Faculty consists of .all persons holding academic rank 
including the professional staff of the 'Library and members of 
Lida Lee Tall School, 

c 

Meetings of the full Faculty are f^eld at the beginning of - 
the Fall semester and at the beginning of the Spring semester. 
Special meetings may be called at the/ discret ion of the President. 
The President or the Dean of the College presides at the facul^ty 
meetings. All faculty members are expected .to attend In ful- 
fillment of their normal re sponsibiLjtt y to participate in the 
life and governance of the College, < ^ 

1, The Academic Council 'L 

The Faculty operates principally through the^ Towson State . 
College Academic Council which is the primary legislative and 
advisory body of the College, Eighteen faculty members and 9ix 
students serve on the Council as Voting members. The President, 
the Vice-President for Academic Affairs, the Vice-President for 
Student Services and the Vice-Pr.e^pident for Business and Finance 
serve ex officio as non-voting njejfnbers. The Council functions through 
an Executive Committee and a nuifi^er of Standing Committees. The- 
composition and r esponsibilit ies * of the Council and its committees 
are set forth in the Towson Statfe College Constitution which is 
included' as Appendix A in this hiandbook. It is recommended that 
it be read in full. ^ Lists of tl|e members of th^ committees are 
distri^buted after elections' and</;appbintments , 

2* The Departmental Structure i 

— ^ — [ 

Besides the above legisla|ive structure, the Faculty is 
organized on a departmental baj^is. Chairpersons of 'departments are 
appointed to a three year tepa by the Dean. They are responsible 
^for adndltfistration of departmental programs and budgets, and for 
the recruitment of pez^sonnel'. Department chairpersons report 
regularly to one of the Associate' Deans and to the Dean of the - ^ 
College. This line structure i^ not intended to preclude' any ^ 
diifect communication of the; department chairpersons with the 
President or of the faculty members with the Dean of the College 
and the President, 

3, The Facu lty Association ' ' 

=i — . — . — ^ 

The Faculty also functions through the Faculty Association, the 
membership of which is composed of all members of the Faculty - 
teaching six or more credit hours under a regular contract, all 
department cha^persons regardless of teaching loads, all members of 
the faculty of Lida Lee Tall School, and all professional librarians. 
The Towson Chapter of the American Association of University Professors 
as the elected exclusive r^epresentat ive of the Faculty is currently the 
functioning Faculty Association. The AAUP/Faculty Association Constitution 
is included in the Appendix, (Appendix D) \/ . 
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b. STUDENT ORGANIZATION 



The Student Govertiiment Association Is the student governmental 
body author-ized by the administration of the College. 'Upon enrolling 
in Towson and paying the student^^eneral fee, each full-time under- 
graduate student automatically becomes a member of the S.G.A. The 
organization itself consists of an executive branch comprised of a 
president, vice-president, treasurer, and Various appointed officials; 
a legislative body called the Senate composed of fourteen students 
elected at large and one student from each of the £our classes^ 

The Student Government Asbociation operates on a budget allocated 
from^student fees and has fiscal autonomy, although a^l student funds 
are deposited, accordin;^ to^Aaw, in the State Treasury in Annapolis. 
The S.G.A. fiscal year runs fr©m July 1 to June 30 and recognized 
student organizations receive funds ftom the S.G.A. Senate each 
Spring. ^ 

* The Student Government^ Association Constitution is the highest 
written document which governs the operations of the 'S.G.A. and, the 
var^-oiis student organizations subsidary to^it. A copy of the S.G.A. 
Constitj^tion and various supplementary policies may be found in the 
official Student Government Association Annual Report. * 

" 0 

* Under the new College Constitution, students serve. on the College 
Ac-adjemic Council and almost all of its regular standing committees. 
Student members" on all college committees except the Academic Standards 
Committee are appointed by the President of the College based upon 
nominations .submitted by the President of the Student Government Assoc- 
iation.' The student: members of the Academic Standards Coinmittee and 
.the Academic Council itse\£ are appointed by the President 6f thejS.G.A. 
upon consent of the S.G.A. Senate, with the except ffcm of the §...G-.A'l Pres- 
ident who serves on the council by virtue of his office. 



ERJC 




21 



8, 

8-75 ^ 



E. ^ GjlADUATE STUDIES 

Graduate Studies at Towson State College began in June, 1958-, 
with the establishment of a Master of Edtication degree program in 
Elementary Education. This was initiated after two years of pre- 
liminary study and recommendations from teachers and school admin- 
istrators. * ' 

Sixty-seven students were admitted to the degree program in the 
first session of 1958, and the number of stuSdents has increased to 
the more than 7,500 currently enrolled.! Towson State College offers 
twelve programs leading to the master's degree. A number of other 
prog'rams are in various stages of planning^ and approval. The programs*^, 
presently offered are as follows: 

Master of Arts: General Studies, Geography, Psychology 

Master of Education: Art Education, Early^^ Childhood 
Education, Elementary Education, 
Music Education, Reading, Secondary 
Education 

Master of Science: Audiovisual Communications, Biology 
Speech Pathology and . Aiki io logy 

The Graduate Studies Committee determines policy for all graduate 
programs. Graduate curriculum matters are also the responsibility of 
the Committee. The membership i^ compr i*^ed * of the Dean of Graduate 
Studies and Chief Academic Officer, both of whom shall serv^ £21 
officio , non-voting capacities, and six members of the faculty appointed 
by the President- of the College for overlapping terms of three years. 
The Chairperson and secretary of the Graduate Studies Committee will 
be elected from the membership of the Committee. Meetings are held 
monthly during the academic year and at other times when necessary. The 
Graduate Studies Coordinators is a group comprised of the coordinators 
of each graduate program, and the Associate Director of Graduate Studies. 
Tfiis group administers all graduate work within the policies set by the 
Graduate Studies Committee. ^ « 

i 

Graduate faculty members are Associate Pr6fessor^ or Professor or' 
those of other ranks holding the earned doc tor * s^ deg/ee . Their assign- 
ment neecf not include the teaching of a graduate ^^J^el ^course each sem- 
ester. ThStee qualified as graduate faculty members are listed in the 
Graduate StJdies Bulletin, under Instructional Faculty. 

Specific inf ormaUon concerning academic calendar, office procedures, 
registration and financial information, student personnel program, and 
.academic regulations is detailed in the Graduate Studies Bulletin, 
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1. Graduate Asslstants^hlps 

The stipend for Graduate Assistants is $2,500.00 plus remission of 
tuition (except for independent study coursearijand private lessons), and 
is renewable for one year at the discretion oi the Dean of Graduate 
Studies. The stipend for the Assistantshfp may be paid through Plan I 
(12 months) or Plan II (10 months), and is subject to state and federal 
taxation. 

Plan I (from July 1 through June 30) Stipend - 26 payments of $96.16 
Summer Sessions 

Service to the Department - The student must provide the 
equivalent of four semester hours of appropriate work 
for the academic department (8 - 12 working hpurs per 
week) . 

^ Graduate Course Credit - The student must carry a minimum of 

three '(3) semester hours and may carry a maximum of six (6) 
semester hours of course work during each of the two sessions. 
Remission of tuition courses taken in the first session will 
be retroactive for those under Plan I. 

Fall and Spring Semesters ' 

. Service to the Department The student must provide the 

equivalent of six (6) semester hours of apijropriate work 
for the academic department (12 - 18) worlcing hours per week). 

Graduate Course credit - The ^tiident must carry a minimum of ' 
six (6) ^femester hours and may carry a maximiim of nine. (9)' 
semester hours of course worlt during each semester. 

Plan II (from September 1 through June 30) Stipend - 2l payments of.^$119t05 
Fall and Spring Semesters 

>' Service to th& Department - The student must provide the 
. equivalent of six (6) semester hours of appropriate work 
for the academic department (12 - 18 working hours per week). 

Graduate Course Credit - The student must carry a miriimum of 
' six (6) semester hours and may carry a maximum of^nine (9) 
,, semester hours of course work during each semester. 

Note 1 : . Tile Assisttfntship is from July 1 to June 30 or from September 1 

June 30. The service to the department is not negated by semester 

breaks or 'by the termination of classes for the semester. The assistant 
■may be required by the department to fulfill duties, during these periods. 
Not-d- 2- 'There is no provision made for- sick leave for. the assistant. If 
illnfess occurs and the assistant is to be absent , ,,tlte apt)rbpr4ate depart- 
< ; ■ mental representative should be notified by the^ assistant. 

' • Note 3i Th'e student accepting the .Giadiiate A^ssistantship is^expected to . 
it as a full-time undertaking combining service to the , department , 
ERIC . 'IteLdinrcUssLXand 'stud^ Outside^ employment should not be considered . 
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I . * F. THE EVENING COI^LEGE 

Programs ' • . v 

j" The Evening College is planned to provide mature men and women with 
^he opportunity to pursue on a part-time basis a liberal education in 
the arts and sciences or in selected scholarly or professional fields. 

^ /r 

The fdllowing programs are available: * ' 

1. The Arts and Sciences Program - for those who wish to develop the 
foundation for . future specialized or professional training in order to ^ 
improve their occupational competency by ^completing requirements for a 
bachelor's degree. v * ' ^ 

2. The Teacher Education Program - for those "who wish to follow a coqtse 
of stud^y leading to a degree and certification. ^ 

^'S-^-L^Gjeneral Studies are also, available fo:^ those who wish to develop 

themselve's for more personal Effectiveness and success in their daily 
^lives in contemporary* society. " ' . ' 

Majors " '' 

The Evening College offers ^a complete degree program in several 
areas of study. The^ requirements f oiv each major are listed under the 
appropriate department heading. Majors in the following areas are 
currently available through the Evening and Summer TDivis ion: Art, 
Biology, Business Administration, "feducation - Early Childhood, Elem- ' 
entaryj Secondary - English, General Studies, Geography, History, 
International Studies, Liberal Arts, Mathematics, Philosophy/Religion, 
Psychology^ Social Science, Sociology. \ 

Majoris not listed above will require some dayt ime* attendance in 
order to complete requirements. Majors such as Nursing, Medical Techno- 
logy* Clinical Psychology , etc., require considerable day school involvement, 

Evening Student Classification: Undergraduate (Special Student) 
1. Special Student: 



Special Students are 
have not beea officially 



those who are taking courses for credit but 
^adm!^tted or rea'dmitted to a degree program at 



Towson State dbllege.^ Sijecial Students, seeking part-time degree 'candi- 
dacy must possess either a 2.0 cumulative average from previous colleges 
attended or a 2.0 and ^^j^ipimum of\,12 semester" hours at Towson State 
Colleg^. ' / " f>.. 

,2., Degree Candidates:^ ^ ^ v « " ^ 

• , Degree Candidates are thcJse who are' taking courses for credit ajid 
have been of f icially tadmitted or readmitted to a degree program....at ;^Tow^on ' 
^tate College. Students wishing to matriculate for an und-ergraciuate degree 
must meet the admission requirements. After the completion of 12 -credits 
and the attainment of a 2.0 cumulative average, «a student may make; an - 
appointment witii an Academic Coordinator, to obtain an application for 
admission to degre^ candidacy. . Degree candidates should arrange conferences 

with an Evening College coordinator on a regular basis to plan their academic 
program. ' , - 

A. In general all degree candidates mus^t complete approximately % | 
of the courses in a major at Towson State Colleee. , J 

2 4 Q ' ..s 
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B. The last 30 credits toward a degree must be^ taken at Towson ^ 
State College. ' * 

Former Full-Time (Day Division) Towspn State College Students 

Any s.tudent who attended 'Towson State College Qn a tuil-time basi6 
and eithei^voluntarily withdrew or was. academically dismissfed^ from the 
College reverts tq Special Student ^ status , and must be formally i>4admitted 
to degree candidacy. In-order to be eligible for readmission to degree 
candidacy on a part-time basis, a student must: 

A. Be in good academic standing; or \ 

B. Achieve a 2.0 or C level work since dismissal.* 

C. Complete the necessary/readmission forms available in the 
Evening Office, Administration Building, /Room 223. ^ 

These students should arrange a conference with aji Academic^^prdinator 
in the Evening Program to r^iew their, previous academic work, complete 
the forms necessary for readmission , and to help plan their future 
academic program. 

Students^who hav/ been 'academically dismissed from Tow;»n State College 
may not take igiore/Aan 18 semester hours during the dismissal perl^od without 
approval of the/Academic Standards Committer. 

G. THE SUMMER SESSION' 

Sinc€ 19,49', the Summer Session program at Tow&'on has grown f rom^ a 
small teacher preparation program until it now equals the offerings during 
the academic year and includes a strong emphasis on courses in the Arts 
and Sciences. It still serves those who af^ preparing to 'become teachers, 
as well as teachers-in-service. * Some courses are. despigned for students 
who ne*ed to meet cer tif icat:j.on requirements. .Others are for those who 
wish to improve their prof essional or academic backgrounds. 

All Towson s'tiidents are welcOT?\e to enroll. Undergraduate students 
in other colleges may be. admitted to courses but are advised to secure 
approval from' their own college if credits are taken for transfer purposes. 

^ Programs ' * . ■ " v 

1. A Special Professional Program to aid liberal arts college 
graduates, and ^others appointed to elementary school positions, 
in completing, requirements for full teacher certification. . 

2. A program f^r undergraduates to enable students to accelerate 

or make-up time lost by illness, fapures, or light, course loads, 

3. A program to provide master's degree or equivalency offerings 

for elementary or secondary^school teachers, art educators, 

guidan<:e counselors, and school psychologists, as well as 

* certain arts and sciences areas. ' 

» 

4. A program of workshops, institutes, and travel^ courses offered for^ 
experienced teachers wishing to receive intensive preparation in^ 
certain specialized areas. Details as to^content, credit dates^ and 
cla^s bours are listed'^in the Summer Session Booklet. 
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Length of Term 

At present the bas/c program of the College consists of two five- 
week terms and a seven v^eek Evening Session. Five week courses meet for 
90 minutes daily, Monday through Friday. The seven ^ek Evening Session 
classes meet^ tyice a week. Workshops or institutes if varying length 
also^are scheduled. " * ^ A. 

For fuifher detailed information see the Summer Sess'ion Bulletin . 

h: minimester - January session 

Beginning in January, 1972, Towson offered its first Minimester 
or January Sessiorr. *^ ^ ^ 

Courses may be of the traditional lecture or discussion type, 
or they may be entirely new and experimental. ' They may be a combina- 
tion of old and new^ Courses hopefully will cover a narrQwer-, more 
topical range of subject matter than 'most courses offered during Jthe 
regular semester. Independent study, directed readings, travel*^ study , 
practicums ,. and other courses that could lend themselves to a c.oncentrat 
ed, full-time effort by. a student wotild be appropriate for a Mini-Term.' 

* • . • -5 

Credits for the Minimester will be eqaival^ent to credits^ earned 
during the regular semester. Each student is .limited to one course 
during the ^Mini-Term, carrying a load of from one to three credits. 
This restipiction is intended to preserve the Mini's main feature: 
The opp'ortunLty to concentrate on one educational theme without the , 
competition ofr^other courses or other teaching responsibilities. 

Special students , and par^time degree candidates may be admitted 
to the January Session, ^howeverV the Coilege Center fee will be assessed 
for these students. \ , * ' 

:. Fees will be assessed on a per-credit basis plus a registration' 
fee payable at the tinje the studertt^ registers for a course. 

' Faculty and students who choose npt "to part icipate in tjie .January 
Session would have the period covered by the Minimester free — for re.- 
search, study, tipavel or work. ' . ' • 
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■ PART^ II . PERgONWEL POLICIES-MD. PROCEDURES 



A. FACULTY CONTRACT . • . ' 

A copy of the'^J'aculty contract and o|" the Regnl.ations and 
Procedur>es Governiite Academic Freedom t end Tenure can be found 
as Append.ix E and-'ippendix F in this Handbook. \ 

\f ^^^^ • ' . 

B. ACADEMIC FREEDOM 




Article One of the Regulations .and Procedures Governing 
Academic. Freedom "^and ' Tenxxre (Appendix F) contains a brief state-'" 
melat on' academic freedom. It embodies the substance of thQ 19^0 
. Statement of ^Principles on Academic Freedom and " Tenure agreed upon' 
• in 19UO by the American Association of University Professors and? 
the As^sociation of American Colleges. On February 25, 19&^ the ^ 
Board of Trustees of the State Colleges adopted the principles as 
set forth in the 19UO Statement of Principles . 

Ori. November 25, 19^9, Dean Kenneth Shaw submitted to the College 
Senate a stateipaeryb of Tows on State College's conmitment to the <!o-* ■ 
equal principles of academic freedom and respohsibilifey which re- 
affillTled the College's support 'of the 19^0 AAUP Statement of Principles . 
Th^ Tow son State College Statement on Academic Freedom was passed by the 
Senate and distributed to the members of the Faculty and Administratlc 
.That statement follows : . 

fin " 

TOWSON 'state college STATEMENT ON ^ACADEMIC FREEDOM 

"The concept [of academic freedom] has always 
confused some laynien who can't see the difference 
betweea academic freedom and thaif* accorded every 
-citizen under the Constitution and the Bill of 
Rights . . .but it does have an additional meaning 
which comes from the fact that it opej'ates in a 
Jjistorically" institutionalized relationship). / 
T^erefor^,' it has special rights and special 
^ responsibilities.."^ (Dr. John W.-^Dodds, Dean 

emeritus of Stanford, in an address to the 1969 
^ Meeting .Association Governing Board of Universities 
I and Colleges.) . ' ' 

There is no idea more basic ^ no foundatiQH 
. . .more necessary, to the academic ^ community than the 
commitment to the principle of academic freedom. , 
We hol4 no wish more fervently than oux hope that 
the principle is safe at Towson.^ However , any 
intelligent community recognizes that periodically ^ 
even dogmas so sacred and so widely held must be 
subjected -t'o reaffirmation and explanation. Even 
so nearly perfect, so all encompassing a 'statement 
as the AAUP 19^0 Declaration on Academic Freedom 
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must be made relev^t to each college community. ^ 
Such is the intent of this statement: Towson State 
College seeks to make certain that all the members^ 
of the community accept and thoroughly understand 
the commitment. 

Questions which touch upon this institutional 
principle have been raised this year at Towson'and 
they must b§ answered by pur community. Both students ' 
and members^of the faculty have seriously questioned 
the actions of their colleagues. These questions have 
come not just from the left or the right but from the 
whole spectriun of opinions at Towson. The heterogen- ' . 
eity of the questioners would frustrate anyone' attempt ing 
to force a simple "generation gap" explanation. Most 
simply and accurately paraphrased the question asked 
is: "What actually does academic - freedom mean at Towson? 
What uses may a prof essor ^legitimately make "Of his [ 
classroom?" 

.In answering this question our immediate response 
to refer the questioner to the 'AAUP 19^0 statement of 
iciple. ... 
ACADEMIC FREEDOM 

^(a) The teacher is entitled to full freedom 
in research and in the publication df the 
results., subject to the adequate performance 
of his other academic duties; but research for 
•pecuniary return should be based upon an 
understanding with, the authorities of the 
institution-.. 

(b) The teacher' is entitled to freeJiom in the • 
^lassrbom in discussing .his subject, but he = 
^sli^q^ be careful not to introduce into his 

teacli^^ coxitroversial matter which has no 
relation .tcr*-his^subject . ^ Limitations of 
academic freedom T^ecau^ of religious or other 
aims of the inst-i^t ion "^hquld be clearly 
stated in^^j^ting at>4tie timV-C^ the appointment.' 

(c) The coll^SQ or tiniVersity^teacher is a 
citizen, a member /df^-, a learned profession, and 
an officer of an edueatijDnal institution. 
When he speaks or writes as a citizen, he 
should be fre^ from institutional censorship 
or discipline ,• but his special position in 
the community imposes special obligations. As 
a man of learning and an educational officer, 
he should remember that the public may judge 
Vis profession and his institution by his • 
utterances. Hence, he should at all' times be 
accurate, should exercise appropriate restraint, 
should show resf)ect for the opinions of others, 
and should^make every effort to inddcate that 
he is not an institutional spokesman." 
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The College Senate goes on record as ^Reaffirming the 
commitment^ to the AAUP statement of , principle . -We. commend 
it to all the members of our academic family. We wish to 
" announce to our sister institutions -and the community that 
academic freedom and academic responsibility are secure at 
Towson State College. ■ ^ i ' * » 

C. STATEMEOT ^ ON PROFESSIOML ETHICS " 

The College sub^scribes to th,e Statement on Pr o f e s s ional Et hi c s 
approved in 1966 by the AAUP* It^.is-as follows: / ^^''^ 

Introduction • . ^ 

* From its inception, the ^American Association oT University 
Professors has recognized that membership in the academic profession 
carries with it special re%ponsibilities .- The Association has con- 
sistently affrrmed'^the5a responsibilities in major policy" statement^ , 
prQviding guidance tb the professor in his utterances as a citizen,^ 
in the exercise of Ms responsibilities tq studer^ts, and in his 
conduct when resigning from his institution or when undertaking 
government-sponsored research. Th^, Statement on Professional i;thics 
that follovs^ necessarily presentefd in terms of the ideal, sets 
forth- thos@~<generai standards that serve as a reminder of the variety 
of obligations assumed by' all members of the profession. For the pur- 
pose of more detailed guidance, the Association', through its CoriSnittee ^^B 
on Professional. Ethics, intends to issue from time to tim^^ supplemental 
statements on specific problems. 

lA the enforcement of ethical standards, the academic^ professi6ri^ 
differs from those of law and medicine, whose associations' act to 
'assure the integrity of members engage'd in private practice. In the ■ 
academic profession the individual institution o<f higher learning (■ 
provides this assurance and so should normally handle questions concern- 
^ing propriety of conduct within its framewto^k by reference to a faculty'" 
'grov^. -'The Association supports such J.oca'^ actions and stands ready, 
through the General Secretary and Committee B, to counsel with any 
faculty member or administi^tot concerning questions of professional 
ethics and to inquire into^'feomplaint s wheri local consideration is 
impossible or • inappropriate . If the alleged offense is deemed suffi- 
ciently serious to raise the *i)o^sibility of dismissal, the procedures 
should be in accordance with the 19^0 Statement of Principles on 
Academic Freedom and Tenure and the 1958 Statement on Procedural ^ 

Standards in Faculty Dismissal Proceedings . ^ - 
. , ^ 

The* Statement ' • 

,1. The professor, guided by a deep conviction of the worth 
and dignity of the advancement of knowledge, recognizes the special 
responsibilities placed upon himv * His primary responsibility to his 
subject is to seek and to state .the truth as he -sees it. To this end 
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he devotes his energies to developing and improving his scholarly 
competence. He accepts the obligation to exercise critical self- '* 
discipline and judgment in uaing, extending, and transmitting 
knowledge. He practices intellectual honesty. Although he may 
follow subsidiary interests these interests must never seriously 
hajnper otr compromise his freedom of inquiry. .r\ 

II. As "a teacher, the professor encourages the free pursuit ' 
of learning in 'his students. He holds before them the best 
scholarly standards ^of his discipline. He demonstrates respect 
for the student as an individual, and adheres to his proper rol^ 
as intellectual ^uide and counselor. He makes every reasonable 
effort to foster l:>pnest academic conduct and to assure that his 
evaluation of students,, reflect s their true merit. He respects the 
confidential nature of the r.elationship between professor and student. 
He avoids any exploitation of students for his private advantage and 
acknowledges significant assistance from them. He protects their 
academic freedom. 

III. As a colleague, the professor has obligations that derive 
' from common membership in the community of scholars. 'He respects 
•and defends the free inquiry of his associates. In the exchange of 
criticism and ideas he shows'due respect for the opinions of other? . 
He acknowledges his^ academic debt's and strives to be objective in* 
his professional 'judgment of colleagues. He accepts his share of^,; 
, faculty responsibilities, for the governance of his institution. 

IV. As a member of his institution, t^e professor s^ekib above 
all to be an effective teacher aifd scholar. Alt^^^ugh he observes 
^he stated regulations of the institution, prodded they do not 
contravene academic .freedom, he maintains his right to criticize 
and' seek revision^'. He^^ determines the aunount and" character of . tllfe 
work he does outside his institution with due regard to his paramount 
responsibilities Within it. When considering the interruption br 
te|rmination of his service, he recognizifes the effect of his decision- 
upon the program of the institution and gives due notice of his 
intentions. * . 

■V V. As R member of his community, the professor has the rights 
and /obligations of any citizen; F{e measures the argendy of these \* 
obligations in the light of his responsibilities to hi,s subject, 
to .his students, to his profession, and to hi^ instii:^Y"^ion When \^ 
he speaks or acts as a private person he avoids creating the impression 
that he speaks or act^ for his college or university. As "a citizen 
^ngaged in a profession that depends upon freedom^ for its health, and 
integrity , the proTessoi' has a particular obligat^ion to projmot^ ' ^ 
conditions of free ia^iuiry and to further public understanding of 
academic freedom. 
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D. APPOINTMENT 

All appointments to the Faculty are.made by the Dean of the College, 
subject to the approval of the Board of Trustees. Prospective faculty 
members are recruited by department chairpersons with the assistance of 
the members of the department. The recommendations of the department 
chairpersons are subject to the approval of the Dean of the College and 
the' President . The' faculty contract runs for ten months, from September 1 
until June 30. Appointments to the Summer Session Faculty are treated 
separately by the Dean of the Graduate Division for graduate courses and 
the Dean of the Summer School for undergraduate courses. 

Faculty hiring procedures developed in 1974 to comply with tjie 
Affirmative Action Plan are. continued in Appendix AA.'' Policies regulating 
the hiring of part-time day faculty are presented in Appendix BB . 

. E. ■ REAPPOINTMENT " 

The dates for notice of reappointment are contained in the facuTty 
'contract^. Prior to these dates, the departmental Promotion and Tenure 
commi'ttees recommend to the Dean of the College whether specific faculty 
members should.be reappointed . ^^ter consideration of these departmental 
decisions, the Dean of the College recommends reappointment or non- 
reappointment to the President, ^he Dean of the College notifies the 
faculty member by letter of his reappointment or non-reapp.ointment . 

F. SALARY INCREMENTS 

• . In the „Fall of each year the depa,r tmental Promotions and Tep^re 
Committee sends to the Divisional P & T Committee recommendations for 
greater than normal salary increases . The Divisional Promotion and 
Tenure Committee considers recommendations airnd those receiving their^ 
approval arl forwarded to the Deariv of the Cfclle'ge. Generally, the 
recoommendations of the. Divisional Promotion\and Tenure Committee, are 
accepted, but the ^ Dean and the President have the author i ty to depart 
from thetti. Appeals may be made by the individual faculty members to 
their departmental Promo&on and Tenure Committee, to the Divisional 
Promotion arid Tenure Cofiimittee and to the Dean. The Dean detei^^ines 
tke salary of each faculty member in terms of the recommendations 
submitted ^nd within VheJ^t^fe? of the established salary scale and 
the budgetary a^p^rnpJl^Sflons f or the College, and notifies by letter , 
each faculty member,, of his salary for the next academic year. ,The 
Board of Trustees scal^, a copy qf 'which will be found as Appendix G, 
providers that salaries may be fixed at increments of about. 6% per year. 
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,y G. PROMOTION , 

Tl)€ procedures on promotion are the same as those for reappoint- 
ment, originating in the departmental Promotion and Tenure Committee, 
t{)^nce to the Dean. The faculty member has the right of appeal. The 
Bpard of Trustees suggests a limit on the number of Faculty who may 
be granted the academic ranks above Instruct^or. See Appericfix H f or 
Requirements ojf., Academic Rank as set down by^ the Board of Trustees. 

' ^ H. TENURE / 

* . n ■ 

The conditions for the attainment and retention of tenure, and ^ 
the procedures gpverjiing cases of dismissal are explained in full in 
Appendix F entitled. Regulations and Procedures Governing Academic 
-Freedom and>Tenure . These were adopted in keeping with the 1940 
AAU? Statetrfint of Principles on Academic Freedom and Tenure and the 
1958 Statement on Recommended Institutional Regulations op Academic 
Freedom "' »and Tenure . 

The Report of the Ad Hoc Committee On Faculty Evaluation adopted 
by the Academic Council is presented in Appendixl, 



I. FACULTY LEAVES 



1. Sa bbatical Leave ' 

' ^ ^ . \ 

a. The faculty member, to be eligible for sabbatical leave, must 
have attained the rank of assistant professor, associate professor, or 
full professor; and he must have been on active, full-time service with 
the college for a period of at least'six years subsequent to any 
previously granted sabbatical leave. On rare occasions ,the Board 

will approve sabbaticals for those at the instructor's rank. 

b. The faculty member, applying for sabbatical leave, shall make 
application using the form in Appendix U by January J. preceeding the 
year in which the sabbatical -is desired. ^ formal written request 
to the Dean of thfe College, setting ^orth clearly the nature of the 
proposed sdbbatic^l project, and stating his/her reasons for believing 
that 'the granting of same will be -professionally beneficial to him/her 
and to the college. The request^Hbuld b^ approved by the department s^ 
and appropriate AssocjLate Dean befpire being sent to* the Dean of t^he^^ 
College. -.A " ^ 

a Those sabbaticals approved by the College will be sent to the 
Board for final approval at the March meeting together with an endorse- 
menu to the effect that the services of the faculty member can be 
spared during the sabbapical period and that sufficient funds are 
available in the operating budget of the college for appointment^ of a 
temporary replacement if required. * , 
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f . ' d. The faculty member, applying for Babbatlcal leave, shall 

agree as a preconditldiK for accepting same to return promptly to 
the college upon termination of the sabbatical period and to remain 
in service^ for at least two academic years immediately subsequent 
to returning, .except under unusual circumstances in which the 
president and the Board may decide otherwise. If the faculty 
member fails to return, or fails to ^remain in service for at least 
two years, he/she shall be liable for the repayment of the whole or 
a proportionate share^of the salary paid during the sabbatical 
period. 

e. Sabbatical leave shall be granted for one five-month period 
on full salary, or for one ten-itonth period on one-half salary. 

f. All benefits and privileges of a faculty * member on sabbatical 
leave shall be continued in the same manner as if he/she were not on 
such leave, (i.e., salary merit increases, opportunity for promotion, 
retirement benefits, etc.) 

g. Seniority shall usually be considered in the selection of a 
faculty Member for sabbatical leave. 

h. Full-time Employment by facility members while on sabbatical 
leave is prohobited. Thej^shall be permitted to accept, in addition 
to the salary received from . the college, only such awards, grants, ' 
contracts, fellowships, etc., as may also be ' given in aid of the 
approved sabbatical project. Compensation for occasional consulting 
services rendered during the Sabbatical period shall not be 
considered as payment for salaries or wages. 

2. Leave of Absence Without Pay 

A leave of absence without pay, for purposes of study, serving 
as an. exchange faculty member, or for other purposes, may be granted 
to va faculty member who has been on active, full-time service with 
the college for a period of at least three years. The president may ^ 
modify the three-year requirement, in Unusual circumstances. 

a. The faculty member applying for a leave af absence without 
^ pay shall submit at least six months prior to the start of the proposed 

.leave period a fot<nal written request to the D^An of the college, 
via his dhalrperson and the "appropriate Associate Dean, setting 
forth clearly the reasons for the proposed absence. 

b. The written request, if approved by the Dean of the college, 
shall then be forwarded to the Board for final approval together with 
an endorsement to the' effect that the services of the faculty member 
can be spared during the leave period. 

c. LeAve of absence without pay generally shall not exceed a period 
of one year. In special circumstances, with the approval of the Board, 
this leave of absence" may be extended an additional year. 
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St at I'^'H.'M rrmonl- Sysrom f.rnnls ,n. I'lliery on ;i qunlifyiin. leave of absence 



J to active members witbout; cost, 
iiii'nil)er rill i p si'i'vice credit: for 
must declare bis intention to 



tbe dcatb^ bciK-f i f and otlier belief its afforde 
However , 'in oi.irr Lo be e 1 i ' L> ' <• ^ " purcliase 

Ibc term of- t be leave pf absence, tbe iiieniberl muL, l ueL.x..i<. ... .... 

purclii^e surli credU bv m.-il;lnp, a Jump sum paVment. of the required contribu- 
Lionfi with interest within two years from tbl date^of tlie member's return to 
■ active sVrvi.l' of;ij)rior U) ' r--t Iremen t wluduner pccurf. first. Also, such 
■■mei.-.ber wlio do-r. not rt'turn to active member.ship within t^ne year from the 
expiration "Of such leavc^ shall abandon all riV.hts forAciaimlng such membership 
serv ice cred it. , , , . 

e. The RetiremciR System considers leave of absence for pernonal illness, 
maternity (including adoption) , stucly, and service tiiat is government 
spc.n;;ored and/or r.ubs'ldized as tbe only types of ap-proved leaves as 
qualifying. The member mu.-.t complete a "Declaration to I'ui chase or Not 
I'ureliase S< rvie.e for a Qualifying Approved bcave of Absence" form, available 
in the !'ei soi.',:.'l Olfiee, b4f'i££ Llie bi'ginning of the Leave of absence. The 
oaxtmum lerin ul , a qua] iiyi^ approved leave of absencV^s two years. 

f if' tile time of leave is"^ to l)e credited to the accru^ll 'of t-be faculty member's 
"requirements for tenure, it shall only be done with the approval of the Board. 

g. The faculty member mifst contact the College Personnel Office to arrange 
t-o continue bealtli insurance coverage under group rates (without State 
'subsidy). Other privileges, benefits and opportunities of a faculty member . 
ou l.'ave of a b seiic e , wi thou t pay, shall be &r.mted only upou recommendation 
of the president with the approval of the I^oafd.. 

h"'. If the faeullv member desires not 'l (> return , a written notice shall be sent 



tc. tbe Lk'.m of 



the College no later- than May 15. 



•A faculty member on ten-month appointment sl^ill not be eli{*ible for 
ann(i.i«l leave . ' . 

li . Sick be^tve ' -. " 

a. A full-time faculty member shall i)e entitled to 1.5 days per month or 15 
days of sick le,uve annually, without loss of pay. 

b Any exception to the above may be granted by the college president. <?uch 
er.ception shall 'be reported by tiic college president in v^riting to the. 

board". - ■ i " , " ■ ' " . " ' 

.* 

• c I'or any'ill'liels of three (3) or more consecutive working days or parts of 
ibrer (1) or more eon.-.ecut i v/ working, days faculty 'shajl submit a certifl- 
e.-M e' siuned b'>«, y duly licensed physician which authenticatds the pe.ifiod 
of ■! 1 1 lie:;-; ^ ' , j ' 

\l a'cu;»u1;.i ive record of sick leave earned and utility 'shall be maintained- 
■ '.( r:u]\ coll( );e f.'r e,-ieh faculty meml)er. Procedure to be foll^jwed in re- 
port in>'. "s i ci. leave is presented in AjipendiK 



Ab' 



'or otbi r Ri'.ison' 



For absence duo to death in tbe Immediate fam>ly, for approved 
attendanco at i)rnressional meetinj:^s, for vot iujy^ntsidc of the community, 
and for jurv iHMvlce, the instructor is excused. .Eme.rgcncy absences 
for ' '^rr-»irs not -covered in the above provisions will be allowed 
If arran)U :Mf lU:; cm be in.ide for cl.ir.s coverage, durinp, the absence, 
Lhrpu'li th.' (Ml « i rpcu'scMi of tlie ncq)a r tment , and If necessary, 
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in consultation with the Dejan of the College. It is expected that 
such absences will ordinarily notrbe more than one to five days, 

, Absence due to death in the family will be charged against the 
faculty member's accumulated sick leave. The application of sick 
leave days for this purpose according to the directive fxojL^-the State 
Secretary of Personnel, effective July 1, 1970^ are as follows: 
A maximum of thi^^e (3) d^^ys may l^e charged to sick leave in the event 
of deaA of on#'of the following members of the family not requiring 
overnight travel: ^pouse, childr,0n, parerits of employee or spouse > 
brothers and sisters of employee or spouse, and other relatives 

If overnight travel 
Leave may be used in the 

event of death of one of the above relatives. 



living as members of the employee's household, 
is necessary, a maximum of five (5) days sick l€ 



A maximum of one (1) day may be charged to /sick leave in th^ event of 
death of one of the follbwing relatives: ^andparent:s or grandchildren 
of employee or spouse, aunts and uncles of employee or spouse, nephews 
and nieces of employee or spouse, son-iii-law and si;5ter-in-laws of 
employee or spouse, 6rother^in~law and daughters-in-law. No additional 
:ime may be authorized if traVel is involved. ' 

If aticUtiohal time is required by th^ instructor, he/she should confer 
with KiSvi^epartment chairperson. 

Pregnancy is cpnsidered a temporary diabilijEy^ and sick leave may be 
authorized if tha individual is unable to Work for medical reasons. 

6. Injury in Line of Duty * ' ' . j. 

a. In order to protect_employees' rights under Workmen's Compen- 
sation Law, as well as help alleviate possible^ saiEety hazards, an , 
Employer '9 First Report of Injury form (See sample Appendix V-1) should 
be completed and forwarded to the Personnel Office as soon as possible, 
but not more than 48 hours from the time of injury. This also applies 
to occupational illjiesses; i.e., illnesses directly attributable to 
the actual work undertaken by the employee. Forms, available in the 
Personnel Office, should bfe completed ^y the emf)loyee'!? supervisor 
after interviewing, the. employee and Witnesses- and carefully investiga- 
ting the facts. * V 

fj. . . 

1^% ''Proper Job instruction" (see Appendix V-3) may aid in 
preventing accidents. . ' » , 

c. "Investigation" (see Appendix V-4) provides guide posts for 
proper techniques when invest igfi^ ting Occidents. 

d. "Accident Cause-Result Sequence" (see Appendix V-5) may diet as 
a reminder of facts and help in ^electing proper terminology when ' 
completing injury reports. , ' ' 

e. Jp^[^ an employee lis covered by the Workmen's Compensation Law, 
he Shall re'ceix^e his regular compensation to the extent of his e^artled 
sick leave credits., However, if such sick le^ve becomes exhausted 
before the employee is able torrfeturn to acHtive 4^ty, he may request 
a leave of absence without^^y through the Personnel Office.. Upon 
receipt of such authorization, the employee is entitled to /retain 
any Workmen's Comperisairion checks for loss of regular State wages. 
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An award for medical and/or hospital expenses is to be retained by the 
employee and is not to be confused with an award for compensat^n. 

f. Workmen* s Compensation checks may be retained by the emp^ioyee 
for such periods of time he is on annual^ leave. However, annual leave 
and holiday leave ghould be exhausted before placing the employee on 

K. * leave of absence without pay. An employee who does not wish' to use 
up his accrued annual leave before being placed^ on leave of absence 
without pay must sign a statement indicating his awaij^eness tttat ^$itle- 
men^ to his unused annual leave at a later time is corftingent upon a 
actual reinstatement into the State service. ^ 

g. In order to preserve sick leav6 for those situatl^ons which are 
not covered tinder^ the Workmen's Compensation Law, the St^te Secretary 
of Personnel may authorize additional days'^'of sick leave provided: 

(1) The employee, has exhausted his earned sick leave during 
current illness aad has within a 'period of \three years 
prior to the onset of* his current illness- been required 

t;o use sick leatre because 'of an injury in the line of dut«y. , 

(2) The amount of additional sick leave 'authorized may n'pt35 
exceed tlie total number of days of sick leave wh^ch are 
charged against the employee because of tl^e injury in line 
of duty. 

7# Praceduxe in Case of Absence 

When a faculty member plans to be absent or is forced bo mi^s 
classes for illness or other unavoidable causes, the following; procedures 
are to be usdd in accordance with the particular circumstances: 

a. I| it is possible to do so, the anticipated absence is discussed 
with the^d^artment chairperson. 

^ — ^b. Under ertiergency circumstances, the department chairperson should 
be notified.- The chairpersort may make arrangements for the class to be 
dismissed, and* if appropriate, for announcements of assigned work. 



c. When absences are planned^ ih advance, \t\t±s information should 
be given in writing to the chairperson whose' office keeps a record of 
faculty absences^ . 



/ 



J. COMPENSATION 



Salary Chec 



Members of the Faculty have an option to recelvin| checks on a 
ten month basis (September - June), or on a twelve month ^basis (September 

- September). Once an option has been selected, the pa3nnent method will 
continue without^ further-^ attention by the faculty member. The faculty 
mejnber may reselect his payment plan by applying; it the Personnel Office by July 15 
' ^ the following academic year. Except during Koliday 'periods, the checks, 
are delivered- by the department secretary who distributes them to the 



individual faculty members. 
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Dedijctlons 



Mandatory deductions include Federal Withholding Tax, State and Local 
Withholding Tax, Social Security and Retirement. Optional payroll deduction 
may 'be arranged with the Payroll Office or ^the Personnel Office for UnLted 
States Savings Bonds ^nd the State Employees Credit Union of Maryland. Other 
.deductions for membership dues and insurance payments other than health in- 
surance may be arranged through the MarylancJ Classified Employees Association. 
The Personnel Office will arrange health insurance deductions if desired. 

3. Salaries for Summer Session ^ ^ o - 

The faculty pay schedule for the Summer School is as follows: 

Professor $1400 (per 3 credit course) 

f ' Associat;e Professor $1150 (pex 3 credit course) 

Assistant Professor - $ 950 (per 3 credit Course) 

e Instructor ' - $ 800'(per 3 credit course) ^ 

■ 

In no event^ however, shall any faculty payment ex-c^ed .twice the three 
credit-hour course compensation for that rank. - f . 

Therefore, the maximum faculty compensation in >any given semest-^r is: 
Professor $2,800 . ^ ^ ^ , 

Associate Professor $2,300 / " - , ' 

Assistant Professor $1,900 . \ ' v 

Instructor ' > ' $1,600 / - , ^ 

- The summer salary schedule' is subject to the following provisions: ^ 
a. Any course qffered in the summer school whicFi does not enroll 

enough -students to generate income sufficient to cover the salary 
of th^ faculty member for ^that course may not be offered without 
* the express permission of the Board of Trustees. 

.t). No faculty member teaching in the summer school shall.be paid." 

less than $800 per 3 credit course.' ' ^ ■ 

'\ c. Special types of courses an^ duties such as independent study, 

directed readings, seminars, practicums will continue to be vpaid 
as they are- currently being paid. '^^ ^ 

Salaries for 2 credit or 4 credit . cout^,es are pro-rate?d. Salary fojr' * 
the summer school is received in two checks; one midway through the session 
and the second at the close of the session. . • 

4. Salaries for Eveittiing College " 

Faculty members under* regular contract who teach off lt)ad in the EN/'ening 
^College are paid" accOtd;ing to the following sc^le for a 3 credit cour^e^^.as follows: 



Professor ; 
Assoc iate Professor 
Assistant Prof es^-or 
Instructor 



$1,000 
$ 955 

$ 850 
$ 700 
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Compensation for Evening College instruction is added to the regular salary 
Checks of faculty members under regular contract. 

Any course offered in Evening College must generate income sufficient to 
cover the salary of faculty member for that course. 

K. FACULTY WELFARE AND BENEFITS 

1. Retirement and Pension 

A faculty member must enroll in the Maryland State Teachers Retirement System 
as a. condition of employment, and may receive a vested interest after 5 years. 
Deductions for contributions to the Retirement System are made fr,om only 20 pay- 
checks regardless of whetiner the Faculty member selects the ten month pay option 
or the twelve month pay option. , 
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Members may retire at the age of 60 and are required to retire 
at the age of 70. The calculation of benefit is roughly one-f if ty^f if th 
of the average salary of the highest three years of service multiplied 
by the years of membersJhip in the system. Early retirement will modify 
this somewhat . ' 

Faculty contributions are calculated at the rate of 5% of the 
annual salary divided by* 20 paychecks. Membership, may be continued * 
during authorized leave of absence with contributions to be resumed 
when the ^^employee returns to the payroll. 

Provisions exist for ^retirement for reasons of health and on the 
basis of long service .regardless of age. The College contributes an 
amount- approximately equal to the employee's contribution. Upon 
resignation the/faculty member may apply to receive back his/h*er. own 
contributions plus interest. 

If a member dies while in service a payment equal to the faculty 
member's contribution plus interest is made to the beneficiary. If 
the faculty member has been in the Retirement System for one year or 
more an additional amount is paid equal to the a^fiual salary at the 
time of death. „ . , » 

Information about options, etc.^ be secured from the Personnel 

Office where a handbook on the subject is also available. Also, see 
fuller statement on Retirement System in Appendix J. ^ ' 

• • - >. 

2^^ *Tax~sheltered Annuities 

.Several years ago, Congress amended the Internal Revenue Code to v 
provide for employees of public school systems certain favorable income 
tax treatment through tax-sheltered annuities. Taxr-shel tering. is a 
method of deferring taxes on current annuity contributions to retirement 
until the annuity is received as income. Those interested in these 
annuitiies may apply at the .Personnel Office for further information. 

3. Social Security . 

All members of the Faculty are covered by social security. The 
State withholds your share, of the payments from yoi\|; paycheck and 
deposits it along with the employer's shire with the Federal Govern- ? 
ment. Social security benefits are in addition to' your S.tate retirement 
pay and ar^ not connected iS^ith it in any way. . ^ 

4. Savings Bonds 

Optional payroll deductions for United States Savings. Bon^-'s may 
be arrangejd with ^e Payroll or Personnel Office. Series E Bonds now pr.y 
a -ftfll'^ interest when h^ld to maturity of 5 years. Savings Bond interest 
'is exempt from state or local income tax. 




S. Group Hospitalization 



' The College participates in a ;^tate-su^idized group hospitalization 
plan. Faculty members may join at any time, but afber 60 days of employment 
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may bp required by the insurance company to provide proof .of insurability, usually 
a physical examination. The ^.tate contributes a monthly subsidy of 70% or 80% 
depending on the type of coverage/ The remaining amount for the facult;y member and 
family is deducted bi-weekly from the payroll. In months in which three paychecks 
are received, no deductions for hospitalization is made from the third paycheck. 
For persons on a 21 pay basis, a lump sum deduction is taken from the last paycheck 
to cover the five pay periods which occur during the summer months. See Appendix K 
for Additional details. 

6. / Blood Donor Program ' 

( ■ 

\ A blood donor program is conducted by the Personnel Department. Blood is 
available to all students ^ facull^Y, staff and members of their families. Requests 
for blood are to be directed to thb-^Ee-r^onnel Department. 

7 . Worlonen * s Compensat ion , \ 

College employees ate covered under workmen's compensation ins|iraiice for 
injuries received in the line of duty. Compensation will be paid bas-ed on the 
nature of the injury and the salary at the time the injury was received. The 
employee is entitled to receive regular pay to the extent of earned leave; however, 
if the individual should be unable to return to Active duty before earned sick leave 
is exhciusted, he/she is entitled to receive workmen's compensation insurance. ^t 
all t;4.mos the employee is entitled to receive medical expenses may be awarded by 
the Worlcmen's Compensation Commission. ' p 

8 . Advances in Salary ' > 

A faculty member may receive an advance in salary where failure to receive 
the regularly scheduled paycheck has occurred. A request for emergency payment of 
salaries and wages must be initiated In writing by the employee on the forms pro-'' 
vided for this purpose. These forms will be obtained from the Comptroller's Office, 
completed in quadruplicate (A) and submitted to the Department Head by the employee 
for approval. ' , ^ 

9. Credit Union ^' ^ ^ ' . ^ 

• To provide a facility for employees of all classifications who may require 
loans, a State Employees Credit Union is available. Any person-who has been in 
gtate service for one year or more may borrow up to $2,500, depending upon length 
of se^rvice, to be repaid by payroll deductions over a periods of time, with interest 
at 12% per year. New-car financing may be arranged with interest of 10% per year. 
Credit Union l>t(erata.re Is available in the Personnel or Payroll Office. 
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loney may be deposited' in the Credit Union in lump sum or by payroll de- 
luction. Dividends have been at 6% which on a quarterly basis compounds to 6 . 1A% 
annually. Extra dividends are declared as earning permit. ^Deposits received on 
or before the^ 10th earn dividends for the entire month. 
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Members on a 21-pay basis must arrange vTith the Credit Union to pay installments 
during the other five pay' periods. ^ - • . 

,10. Group Insurance / ' . . • ' 

J . \ ^ * ' 

At present, there is no form of group insurance available to th^ -Faculty as such, 
but only through paid membership, in the High^p. Educational Council of Maryland and the 
Maryland Classified Employees Association. These organizations have group life in- 
surance and accident and income protection insurance programs. 'Efforts ar^^being made 
to have a State Faculty group life insurance plan instituted. 

11. Faculty Travel ^ " , ^ 

Funds for travel to meetings of professianal and "^learaed sox:i6.ties a:^e provided 
for all ^departments and are ^assigned to faculty members in ac^j^rdance with departmental 
policy. The procedures for payment of expenses incurred in travel are giv^n iVi 
A'ppendrtc L. ' * . ' ' /, ' ' ^ ' ^ 

12. Faculty Re^s^ardh Grants * ' 
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Policies and procedures of the Faculty Research Committed are ae follows: 
A. Qualifications for a faculty research g'fent , _ 

(1) The Committee shall make grants (not /normally to exceed $1,000) for^ ' 
the following purposes: . t , a ■ 

(a) Any research activity by a faculty member in which he/she acts as 
the primary investigator and not just as ^ supervisor of studies 
and* which is^xpected to lead tQ a scholarly publication. 

(b) 'Purchase of reference books, supplies and equipment not now avail- 
able on campus and necessary for carrying out the research project. "7 * 
All such items shall, ^ upon completion of the pro'ject, be assigned 
to the College in a manner to be determined \>y the Committee at 
the time of the appr^oval of the grant. , ' . 

^ (c) Travel of the. res?earcher relevant to obtaining data for the approved 

W ' research project^;J^ Foreign travel will be f^nde^ only up to two-thirds 

of the transbort^lion .costs . - " 

(d) Payment of ^^jihe cost of publication, and/or reprints. 

(e) Manuscript preparation, if this service is- not available from the 
department and/or from the College Media Service. \ 

(f) Registfration fees for short courses or professional mieetings wfiich 

will directly assist present research efforts. ^* 

^ ' ' ft 

(2) The Committee shall not make grants for any of the following purposes; 

(a) Normal course development projects or study guides. 

(b) Any expenses related to the preparation or completion of a 
thesis or dissertation. ' 

(c) Food anc}/or lodging. 

(d) Kxpchses (other than- registration fees) incurred for ' prof essional 
meetings^ unless the purpose is to present results of research 
funded by the Faculty Research JDommltt^e. 

((?) '^"Hiring of assistants to conduct a search of the existing literature. 

(f) Student projects, particularly those - involving academic credits and 
dissertation ?ind/or thesis research. ^ r, ' 

^ (g) Any project primarily for monetary gain,, as determined by the Committee. 
Lf the pr()jco.t should result in monetary gain, the first royalties 
amotfntlng to the total of the grant must be returned to the College. 
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Procedure *, . ■ / 

(1) °. Dates of .application and notification , ' , 

(a) ' Applications' for funds for research to be conducted during the 
'next fiscal year, be^nning on July,l, must be . submitted to the 

Committee by April 1 6f that year. All persons will be notified 
of the" Committee's decision by May 1. Funds should be available 
from the Comptroller by late June. • • 

(b) A second deadline for requests is October 1, with notifications 
sent by November 1. Funds resulting from these decisions should 
be available from the Comptroller by late November.- . ^ 

(2) Format of application (limit to '2-4 typewritten pages; submit eight , 
copies. to the Secretary, of the Committee) 

(a) Date of Application' 

(b.) Name of principal investigator, rank', department, academic degrees 

(c) Name(s) of co- investigators ;, if any 

(d) Title of project, ' ,. " . , , ' ^ 
'te) General field and specj^fic field of research ^ , ' 

(f) Brief outline of project procedure^ " 
. (g) Expected beginning, and comple'tion date^s 

V(h) Expected form of°final report tbook', krticle, monograph," or .other) 
(i) Previous work completed onHhis proposed research project, either 
■ by the applicant or by others^, iiicluding a brief statemerit of the 

• applicant's backg^round in this or related reseatch, including 

publications. , , 

(j) Proposed project described in detail, including key references 
(k) Itemized bUdget statement of the type and amount, of support needed 
' (types and cost of equipment and materials, including catalog pages 
:.- , 'and prices;, typing and reproduction estimates;- cost and justification of 
" travel, etc.). Mote (1) applicants are urged to check carefully the 
. inventories of allied departments -and College ^e^ia Services before 
requesting, equipment which might already be, -available;. (2) the Committee 
does" not normally make grants exceeding .$1,000. ^ For information on ■ 
grants from outside ageticies, contact the Office of Corporate and . . 

• Foundation Prqgrams. " ' « 

9- 

(|) ^^mount'.and kind of suppVt available and/or requested from other 
■ sources for this 'or relaied research^ 
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c. Responsibilities of faculty members receiving- faculty research grants 

(1) Letter of acknowledgment 

All persons receiving grants must signify their intent to accept, spend 
^* and account for funds granted, within the petiod from July 1 of the current 

year to June 30 of the next, .year; they do so by signing and return?ing the 
letter of acknowledgment to the Conmiittee within ten days after being 
notified of their award. If no acknowledgment is received by the Committee, 
the funds will be re-allocated to other applicants. 

(2) Implementation of research" project 

The researcher is responsible for implementing the research project as 
approved by the Gommittee. Any change(s) in design or methodology must 
be approved by the Committee. Prior approval must be obtained through 
. the Chairperson of the Committee. 

(3) Accounting of funds ' " 

An account: in^ must be made t;o the Commi^ee of all expenditures itiade 
under a given grant. This may be done upon completion of the project, 
t but must be submitted no later than the end of the fiscial year (June 30) 
in which the. grant was made. A form for this purpose (Fisca'l Rpport Form) 
is provided by the Cbrranittee. All expenditures must justified by 
receipts . The. opily Exceptions to this rule 'are expenditures for whicli 
no direct receipt cari be obtained, such as travel by car. When convenient! 
purchases should be niade through the College Purchasing Office. All funds 
not spent by the end pf the fiscal year must be" returned to the- College, 
. If the researcher fails, to submit an acceptable Fiscal Report Form, all 
funds must be returned to the College. 

'...*> 

(4) Written report * 

. A written report of thip results of the research and/or a copy of the 
.scholarly product (to ^e) published must be sul^mitted to the Committee 
along with the completed Fiscal Report Form. If the researcher fails to 
submit an acceptable written report, no further grants -will be made by 
the Committee to that person. ^ 

13r. Corporation, Federal, and/or Foundation Funding " ^ 

Individuals who plan to submit a proposal for a research, training, demon- 
• stration and/or service activity to an outside sponsor are encouraged to contact 
t-he Office of Corporate and Fourldation Programs. as early as possible In the " 
d^velojpmeTit of their ideas so that maximum assistance can be provided. This 
bffice will assist faculty staff and students in obtaining funds from government 
agencies, private foundations and other outside sources by furnishing information 
-on sources of support, assisting in developing and edit ing^epropo sals , processing 
budgets and providing record-keeping facilities for data. 

14. Recreation Privile^ges 

"Both indoor and outdoor facilities for recreation are available for 
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faculty use at times when regularly scheduled classes and varsity pi;actice 
and/or specia^:*^vents^ are not being conducted. These facilifies provid^e for 
participation in basketball, tennis, swimming racquetball, handball, badminton, 
volleyball, f^ble tennis, track for jogging and a weight training room. Bowling 
and Blllard facilities are located in t;^he College Center. 

Lockers may be assigned to a limited number of faculty. 

Faculty are encouraged to participate in fche intramural program provided 
by the college. / . 

15 . Tuition Waiver for Faculty, Staff and Depender;^ 

The tuition waiver policy applies to all /credit courses in Towson's 
academic program on Che following basis: 

Summer Session 

— . — . — . — . — , — . — t 

Faculty, staf^, their spouses and dependents may take ,* tuition waived, . 
one course' per , se-ssion - (the Summer being int^preted as two sessions) 
on a 'space available basis. 

Regular Term • 

Two courses per session on a space availa^ble basis. 

The only exception to the tuition waiver policy are Directed Independent 
. "'v Study, private music lesson fees, directed readings, independent research, 
graduate thesis, etc, and other 1-to-l courses when the faculty member is 
'"paid directly by student tuition. The College does not feel that it 'should 
'ask these faculty to teach without compensation. 

/ 

Mini Hester - ' . 

The tuition waiver does not appl)^ to the Mini Mester because faculty salaries 
are literally determined by class size. 

Procedure . \ . ' 

The student will indicate "faculty", "staff", "spouse", "dependent" on the 
Evening Summer registration form and submit it to the Evening-Summer -Of f ice . - 

The student will also be asked to present identification. Forms will be 
available in the departments to be signed by his/her faculty-staff parent,. 
guar.dian, or spouse and submitted with th^ registration form. ^ 

. After course parameters are met, usually following mail registration, the 
student will be registered in the course requested on a space available basis. 
Course admit cards will be provided. 

-I 

Students may also register at "in-peVson" registration for Evening Summer 
courses but must wait until the last day of registration to register for day 
division courses. Graduate students should check with the Office of the . Dean 
of Graduate Studies, 
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Tuition will be waived as outl,ined above "but other fees will be 
assessed; including; registration fee, parking fee, student center fee, 
lab or special instructional fee, i.e., private music lesson fe^s; etc. 

L. PART-TIME AND CONSULTANT* PERSONNEL EMPLOYED FULL-TIME AT ANOTHER 
STATE DEPARTMENT, AGENCY, OR . INSTITUTION OR WIJHIN THE COLLEGE 

1. Part-time at Towson State College and Full-time at Another State 
Department, Agency, or Institution 

. a. Each new part-time faculty or staff member, or consultant is 

required to, submit a completed Request To Employ Part-time and 
Consultant Personnel Certification and Approval form. 

b. Prior approval from the Secretariat or Agency Head of the persons' 
fuil-tjlme place of employment is required to employ any partjtime 
or consultant personnel who is employed full-time at another 
State Department, Agency, or Institution. 

c. Positive time reports by both the primary and secondary employers 
must be submitted with payroll records to receive payment. Payment 
cannot be made for services rendered for secoEidary employment 
which coincide with work hours. of the individual's primary employ- 
ment, but payment for secondary employment is allowed during 
^thorized periods of paid leave other than sick-leave. 

d. Completed Request- to Employ Part-'^^lme and Consultant Personnel 
forms should be returned to the Personnel Office prior to the 
date of employment. Because some primary employers may delay in 
approving secondary employment, it is suggested that a form be 
given to each part-time -Candidate at the time negotiations begin, 
especially when you are aware that he is employed full-time at 
another State Department., Agency, or Insitiution. 

2. Dual Employment Within the College (e.g.. Full-time faculty or 
administrator teactHn^g an evening class tor comp^nsatibii) 

New part-time faculty conti;acts will contain a sec^pion dealing 
with full-time status. This will eliminate the need for full-_^ 
time faculty and staff of Towson State College who teach on an 
overload basis from completing 'the Request to Employ Part-time 
and Consultant Personnel Certification and Approval form. 
However, other types ,^f dual employment within the college, 
when a paft-time facuf^ty contract is not executed will require 
the completion of the aforementioned form. 

Blanket approval has been granted for Towson faculty and admin- 
istrators to teach on an overload basis provided a contract is 
executed and approved. 

Positive time reports for the par^t-time or secondary employment, 
must be submitted with payroll records to receive payments. 
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A. ^ BUDGET PROCEDURES 

Towson State College , 'like the other State colleges, is at present 
subject to budgetary control by the St^te Department of Budget and Fiscal 
Planning which is under the Executive Department. The College prepares 
its budget requests two years in advance. The fiscal year begins July 1, 
and extends .to June 30. ; o ^ 

'the first step in the pre^ration of the operating budge^ 4s the 
submission by department chairpersons and administra^t ive officers of 
their requests for-such items as instruction,, secretarial assistance, 
equipment, supplies, etc. These requests are reviewed by the Dean of the 
College and then forwarded to the Vice President of Business and Finance 
and the President. The next step is the consolidation by the" College 
administration of all requests. This total budget is then sent to the 
Board of Trustees whose Committee on Budget and Finance holds hearing for 
each college and makes its own recommendations. The combined budgets 
of all the State colleges are submitted by the Board to the State Depart- 
ment of Budget and Fiscal Planning. 

In a similar way a separate capital budget is prepared and sent 
to the Department of State Planning which recommends to the Governor 
which items should be included in the upcoming budget. 

** ^ » ' 

The State Department of Budget and Fiscal Planning ..review^ the 
budget of each State agency and makes its recommendations to the Governor 
in keeping with the estimat,ed revenues of the State for the coming fiscal 
year. It is mandatory that the State budget be balanced. At the open- 
ing of the sesSipn in January the Governor submits the budget called the^ 
. Execut'ive Budget, to the General Assembly. This is examined by the .Senate 
Finance Committee and the House Ways and Means Committee. The Legislature 
may make cuts^in the operating budget but may not add to it; but it may 
'increase or decrease, the amounts to be appropriated in the capital budget. 

9 

The budget is usually p'^ssed in the cl,osing days of the meeting of 
the General Assembly near the end of March. It is only then th^t the 
College knows the amount of /its budget for th§ fiscal year which starts 
on July 1. 

Faculty members who have questions about budgetary procedures should 
consult their department chairperson. The departmental secretary^ usually ' 
keeps on hand a supply of requisition forms foT purchases, travel exp'ense, 
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B. PURCHASING 



The Cdllege is an agency of the State of Maryland and is. 
compelled by law to abide by the regulations established by the 
Department of General Services, State Purchasing Bureau." 

I-n gerieral, most purchases are processed through that Bureau 
by the College Purchasing Department. GoUege departments are 
granted some direct purchasing flexibility when the total does not 
exceed $50.00. However, there are many restrictions imposed^on 
even these "purchases . , The Purchasing section of the College's 
Business„and Finance Manual details the Purchasing functions and 
regulations. This manual is available in each College department. 
Personnel who are engaged in the purchasing process must be familiar 
with the policies and procedures set -forth in this manual. 
Unauthorized purchases will become the liabi lity of the person 
making th e purchase and ignorance Of Col lege purchasing policies 
is not an excuse for violation of ^tate and College pur chasing 
policies -andx. regulations . . ' 



C. PROPERTY CONTROL POLICIES AND PROCEDURES 



Towson State College is an agency of the State of Maryland and is;. • 
therefore, compelled by law to control and regulate all property in its 
possession. The Property Control section of the Purchasing Department is 
responsible for enforcing the regulations and control of College furniture 
and equipment. . , * ■ 

Each department head is to exercise responsible care for all College 
furniture arid equipment in his or her departmeTit. 

Property is not to be moved, transferred, sold, traded in, or disposed 
in any fashion without the written approval of .the Property Control Section 

■.. The College is not responsible for any personal property brought onto 
campus for use by department personnel. ^' 

Consult the Property Control section of the Business and Finance 
^^anual for details. ■ , ' " ' , 
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/ D. OFFICE SUPPLIES 

Each department carries an Inventory of 'office supplies which 
i« replenished by t:he department secretary or other designated 
personnel. Replenishments are requisiticftied from the College's 
Central Stores via form PD-^3 , signed by the Department Chairperson. 
Departments are billed for items requisitioned . A catalog of the 
items stocked with prices is included ip the Central Stores Section 
of the Business and Finance Manual, which is available in each de- 
partment ^office . 



/ E. TRAVEL ALLOWANCE 

See Appendix L for instruction for requisitioning travel allowance. 
The following policy is to be adhered to regarding candidate reimbursement 
for travel.! If a candidate cqmes"' to the campus but subsequently rejects 
an offer ofl a position , his/her travel cost will not be reimbursed. If 
the candidajjte accepts a position or is not of;fered one, reimbursemejnt 
will be mad 

COLLECTIONS AND DONATIONS 
The College permit^ the solicitation of donations only for the United 



Communitieis Campaign 



function tirough the Personnel Office. 



his appeal is handled as an official college 



G. GAMBLING, DRUGS, DRINKING ON CAMPUS 



Gambling and possession or consumption of alcoholic beverages 
(with the exception notjed below) and/or drugs and narcotics on State 
prfi>perty is prohibited /by law. Failure to comply with these restrictions 
m^:y result in removal from State service. 
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The illegal possesHlon or use without medical^ authorization of 
any drug or medicine with a potential for abuse will be subject to 
disciplinary actioh by the College. 

The class of drugs specifically referred to includes: 



Stimulant drugs such as amphetamines (pep pills) 
Sedative drugs such as barbiturates (goof balls) 




1. 
2. 

3. Psychedelic drugs such as: 

a. marihuana 

b. psilocybin 

c. mescaline 

d. lysergic acid diethylamide (LSD-25) 

4. Narcotic drugs such as morphine and heroin 
Alcohol Policy 

From this date, the following shall be considered policy at Tows 
State College 

1. Any person using alcoholic beverages at any time and at any 
place while^on the campus, of Towson State /College is responsib 
to civil authority for compliance with t/^ie law 

2. Policies concerning the presence and use of alcoholic beverages 
on thp campus shall be the responsibility of the Director of 
Auxiliary Services. 

3. ' Students, administrators, faculty, staff, and registered guests, 

all of legal age, shall be permitted to consume alcoholic 
. beverages at any College function for which approval has been 
granted. Consumption of alcoholic beverage by anyone in a public 
area of the College is expressly prohibited. Public areas includ 
hallways, lounges, Tawns , walkways, lobbies and all other places 
normally accessible to a gentaral community unpegs such a place is 
specifically reserved and approved by the Director of Auxiliary 
Services. . ^ ^ ' 

4. A group or organization must complete the following ste'ps at 
least two weeks prior to an event if it wishes to use alcoholic 
beverages during the event: 
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a. Register the ^event with the Special Services Office. (In 
the residence halls the event must be approved by tjie 
respective House Council and registered with the Hc/using 
Office..); 

b. Appoint a representative of majority age who will he 
responsible that' the members of .the group comply with 
College policie^, and civil laws; 

c. The appointed representative will complete a Request to 
Use Alcoholic Beverages and submit same to the Dir.ector 
of Auxiliary Services. 

5. Alcoholic beverages may not be served or sold on campus 

without securing a temporary liquor lic.en^e from th^ Board of 
Liquor License Commissioners of Baltimore County. Before doing 
this, however, the authorized representative of the group or 
organization must 'complete step 4 above^ Additionally, the 
Chairnran Q,f the Alcohol Policies Governing BoarS shall affix 
his signature as owner of the premises on the Temporary Liquor 
License Application. 

H. CHANGE OF ADDRESS AND STATUS 

In case of change of address and/or, phone number the departmental 
secretary and the Personnel Office' should be notiMed. Change in the 
number of deductions for income tax purposes should be reported to the 
Personnel Office so that a new withholding form may be filled out. 

.1. PHYSICAL PLANT SERVICES 
1. Maiiitenance and Housekeeping 

The Physical Plant Department is responsible for the Maintenance 
and Housekeeping of all College Buildings and Grounds. Its services ^ 
include the Maintenance Trades, Custodial and Motor Pool which includes 
Shuttle Bus Service. v^Also acts as Liaison between the^ college and the 
various organizations' responsible for constructing the new buildings 
and facilities at the College. 

Work is to be rrequested on form //PP~1 "Work Request and Order" ^ 
and submitted witH the signature of the Department Head. Non~routine 
work such as Offite Renovations, sometimes necessitate the completion 
of additional {ovjis depending on the complexity and, /cost involved. 

Emergency rep'aits" may be . telephoned to the Physical Plant , however, 
non-emergency requests are always^ to be requested on form //PP~1. The 
Emergency night service number is 825-9160. 

College buildings are inspected regularly for safety cond;Ltions; 
any condition x^fhich seems 'to be ^j'nsafe, orHn need of repair, should 
be reported immediately to the Physical Plant Office. 

49 . ■ ' 



r 



36. 

f 



2. Transportation " j 



College vehicles are available for instructio/al and adipinistra- 
tive purposes, for exampl^; required class trips v/here attendance is 
necessary for credit, faculty and staff professional trips, student 
activities involving performance in the name of the college, and 
cultural, educational, and social trips o^ college organizations. 
Individual students^may not u^se college vehicles. 

Personnel and organizations wishing to us^e a college ^vehicle ^ 
shoulci complete a vehicle r^equest form and forward it to the transporter 
tion section with appropriate signatures one^ week in advance of the / 
proposed trip. Additional information concerning use of CoUege 
vehicles is obtained in Appendi:^ L "Towson State Travel Regulations." 

I ' ' 

3. Liability of Faculty Members 

F/Lculty member-s driving State cars are covered >y a State liability 
policy in -the am^nt of $100,000 per pe rson/$ 300 ,000 per accident. The 
State policy does \q^t cover medical payments arising out of an accident 
but just c^ve^s th^ anpunt for which a State employee might be sued. 

The 3t|ate policy does cover State employees driving* their own cars 
while carryling out their duties as State employees. In this instance, ^ 
the State. pblicy only applies to the extent that the liability of the 
emplpyee isl in excess of the insurance carried by the employee. Thus, 
if th« limits of liability of the employee * s own insurance policy are 
less than the limits of the Stat^p's policy, the employee is still 
\covered to' tVie limits of the State Policy. 

J. CAMPUS POLICE . ^ 



1 . Gen eral Responsibilities 

Campus Police Department of f ices are located in the General Services 
Building on Towsontown Boulevard adjacent t5 the tennis courts. The 
police section is responsible for the protection of campus personnel, 
buildings, and the enforcement of campus regulations as well as local. 
State and Federal laws. Radio contact is mainta:|.ned with each officer 
^ on ,the campus . ' ' 

0 

The Campus Police Department is open twenty-four (24) hours daily 
and the emergency telephone extensions are 234 and 235. After normal 
switchboard hours, the night emergency telephone number is 825-9160. 
The Campus Police also operate the Collegers lost and found depa^^tment. 

2. Keys ^ . ■ ' - , 

Keys (other than gtaind masters and building masters) may be requeslted 
/by presenting. a Physical Platrt -Wofk^Otd^r ' signed by the department chair- 
' man, to the Physical Plant bffices. 

/ The requested key may be obL^ed from the Campus Police" Department 

^ upon its completion. ^ ' ♦ , 

ERJC / 50' , ■ 



37. 



8-74 



SALESMEN 



s Salesmen, excep/t representatives of publishers of books and 
educational materials, may call upon faculty members only with prior 
appointment. Sales representative contacting College personnel without 
being scheduled^through the Purchasing Department should be encouraged 
to contact the Purchasing Department prior to thei-r departure from 
the campus. • • ' 

L. INSURANCE COVERAGE FOR PERSONAL PROPERTY ^ 
IN COLLEGE BUILDINGS 

Under unusual and extenuating circumstances the State may reimburse 
employees for loss (due to fire) of their personal property up to $500. 
loss due to vandalism or theft is not covered. Such circumstances 
include a faculty member who finds it necessary to have personally 
owned technical equipment or books in his office or laboratory. However, 
any insurance protection over $500 would have to come from the employee's 
own insurance. 



M. CAMPUS SAFETY^ 

1. Goals 

Towson State College has dedicated itself to providing the necessary 
active leadership and support in order to develop and maintain: 

... a safety program to prevent human and economic loss from 
personal injury and property damage. 

... .a program of fire prevention and preparedness to control 

loss from fire or explosion. ' / 

. . , a program to prepare college personnel to care' for- the victims 
' ' of an accident or sudden illness until professional medical 'help 
is available. 

2 . Fire Drill Instruction ^ ' ^ ' 

% 

What to do when the fire alarm sounds: 



a. 


Be calm. 








b. 


Reassure your students. 








c > 


Don.'t shout "FIRE." 








d. 


Instru(3t sttidehtS* to leave 


botlding by 


nearest 


exit 


e . 


Instruct students to leave 


building in 


silence 
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f. Clo^e^ll windows, transoms, and doors. 

g. If not attending an extinguisher or hose, keep students moving 
quietly and calmly out of the building until it is evacuated. 

h. Faculty members outside the building should Jkeep students at 
least 300 feet frotn the building If possible. 

5" • 

i. Keeip students from blocking roadways. 

j . Dq not allow any^ student to re-entet .the building until instructed 
to do so by the building Safety Coordinator or the Campus Police. 

k. Do not use windows or emergency exist except for real emergencies. 

1. Do not use elevators in any evacuation. 

The above' procedures are to be followed fdrTlrills, false alarms, and 
real fire situations. All students, .faculty, and staff are expected 
to leave the building. 

IF YOU SEE A FIRE, S'OUND THE FIRE ALARM IMMEDIATELY 
THEN CALL THE CAMPUS POLICE DEPARTMENT ON EXTENSION 234 

3. Safety Coordinators 

In- addition to a college Safety Coordinator who reports to the 
Director of Personnel and who Is responsible for the coordination of 
a campus-wide safety program. Building Safety Coordinators have been 
appointed in all academic areas. 

The responsibilities of the Building Safety Coordinators include, 
but are not limited to the following: " \* , 

a. Disseminate information concerning the campus^ safety program. 

■ \ 

b. Work in conjunction with area maintenance su|^ervisors to 
recognize and eliminate safety hazards. 

c. A source of contact for all safety problems within the building. 

d. Conducts regularly scheduled internal building inspections and 
submits written reports to the college safety coordinator. 

The current College Safety Coordinator is Mr. Robert Baeuerle. 

* The current building safety coordinators in academic buildings are: 
Administration Building - Mr. Gerald Smith 
Med,ia Services - Mr. Mel Schehlein 
Burdick Hall - Dr. Ellen Eason 

Cook Library - Mr. Thomas Strader ' - • 

Fine Arts Building ^ 

Art - Mr, Thomas. Supensky 

Music - Dr. Golden Arrington 

Theatre - Mr. Joseph Kleban ' . 

Linthicunt Hall - Ms. Stacie Sernocky 
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Smith Hall 

Biology and Physics - Mr. B. J." Lis 

Chemistry - Mr. Art Yarborough 
Stephens Hall ~.Mr. William Crane 
Van Bokkelen Hall - Dr. "William Wallace 

4. Safety Promotion Team . - 

The duties and responsibilities of this group are presented in 
Appendix W. 

N. INCLEMEJNT WEATHER PROCEDURE 
The following regulations are to be followed in case of snow emergency 

Day school — snow or other inclement weather during day sessional 

a. After the college has obtained information which it belie,ves is 
reason to clpse the college, snow signs cancelling classes wilL 
be posted on various bulletin boards throughout the campus. 

The signs will designate what time classes will be closed. 

b. Department offices: will be notified by phone from the administra- 
tive offices in addition to appropriate^ signs mentioned above. 

In; the event of classes being closed at any time during the 
day, students and personnel sho'uld listeti to radio stations 
WBAL, WCAO*, WCBM, and television channels 2, 11, and 13 for 
news relating to the* following day ' s plan. 

d. Consistent with the snow emergency plans of Baltimore City and 
County, all people, driving to fche College on snow emergency 'days 
should have appropriate snow t/ires or chains when driving on any 
campus roads . | 

0. PUBLIC INFORMATION 

/ 

All College publications and publicly disseminated information 
concerning the College are administered by the Office of' News and 
Publications Services. This office is solely responsible for gathering, 
preparing, and releasing to news media information con<f6rning the College. 
Consequently, all public news releases should be cleared through this 

office. ' w . 

\ • 

" \ . College publications designed for off-campus use or wide campus 
circulation are to b^ ^coordinated by the News and Publications Services 
Office in order to insure quality in design and printing and conformity 
to Cbllege policies. This Office will cooperate fully with the various 
individuals and offices preparing publications in order to achieve the 
desirfed effectiveness and quality of each publication. 

' \ P. USE OF THE COLLEGE 'S NAME 

Members of the Faculty are encouraged to use the name of the College 
and official College stationery when representing the College in an 
official capacity. Faculty members may also publicly use their affilia- 
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tion with the College in order to identify themselves. 

However, the College does not wish to be involved in projects with 
which it has no official association. Members of the Faculty are urged 
not to use the College name involving personal or unofficial activity, 
if 'such use in any way can be construed as implying College endorsement 
of any project, jftoduct or serA^ce. 

Q. QltTS AND GRANTS" 

All gifts and grants to the College are received and adtn/nistered 
by the Office of Institutional Developnjent . Departments or individuals 
wishing to receive gifts of any kind for the College must ai;'range for 
their receipt through this office. ' 

Set up to facilitate gift receiving is the Towson StaJ^e College 
Foundation, a non-prof it . corporation chartered by the State of Maryland 
for the sole purpose of enhancing the excellence of Towson' State College, 
It does so'by inviting,/ receiving, holding, investing^aS Appropriate, 
and administering gift^, grants, and loans to support legitimate 
activities of the College "for which the State ordinarily jmakes in- 
sufficient appropriations. ' r 

The Foundation is administered by a Board of Directprs consisting' 
of a number of distinguished professional, industrial, ajnd educational . 
leaders and including among its membership the President of the 
College, Vice President of Business and \Finance ,^ and Vice President 
of Institutional Development, who serves as Executive Vice President 
of the Foundation, the principal executive officer. 

The Office of Institutional Development, in conjunction with 
the Foundation, is responsible for creating and carrying out a 
comprehensive long-range program for expanding t;^he amount of 
voluntary' support for the College. It encourages support from 
individuals, corporations, and private foundations in order to 
provide scholarships, fellowships, research grants, equipment, 
special programs, special facilities and buildings, art collec- 
tions, and other resources riot likely to be provided by the State. , 
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A. REGISTRATION ' > 
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Each student is assignocl to a time to register. Students are not permitW 
to attend clashes without liavinp, completed registration. A late registrat> 
fee is assessed for registering^ after the time assigned and within the late; 
registration period. Students are expected to discharge?; all fii^anc.ial obli- 
gations to the institution before being permitted to regiJ^ter. 

B. TRANSFER CREDIT^ 

Credit is accepted by Towson State College for a course completed at .any ^ 
regionally accredited college or university.'* This credit will count towar^^i 
graduation but will not be used in computing the academic average required 
for graduation.. ^ • > 

, Students with 64 -or fewer credits at. ^th^^ ' completipn of the wctrk taken 
for transfer credit may take courses at any regionally accredited educational 
institution (two or four year institutions^'. . ' 

Students with morp than 64' and less than 90 credits at the completion 
of .work .taken for transfer may take^courses al any accredited four year, 
institution. , ^ 

Courses must be in programs offered at Towson State College ^ , . 

Courses mU^st not have been previously accepted for transfer credit or * 
cqmpleted for credit at Towson State College. . " <i 

A grade of "b" or higher mimi: be attained for studen^ts,: electing ^ 
or required to graduate under the 120;:credit graduation policy." 

Students may n'ot transfer more than 64 c^its ta/fowson State 
College from a two-year institution. " ^ ^^"""""^V^ ' ' 

Students taKing courses as part of the la^st 30/ cred its required for 
graduation or for major credit must obtain prior approval of the Towson 
State College Academic Standards Conuuittee. • 

Students taking courses' for credit toward the major must obtain prio^r^^^^^-^ 
approval of the Dc^parlment of the major. « 

C. CREDIT HOURS ' ' " 

The unit of credit is the semester hour. It is defined as one 50-minute 
class per week (or its equivalent) forgone semester. A three hour class 
meets three 50-minute periods or two 75-minute periods a week for one . - 

semester. Labofatory and studio classes n^lmally require two or three 
hours in class as th(^ equivalent of oite semester, hour . Two hours of pr,e- 
paration is usually necessary for each ho|r in qla&s for the average student. 

D. .PROGRAM TRAtjiSFER f . 

' Students in good standing in either the teacher ed;ication or the arts andp 
sciences proj,;ram may transfer to the other program by filing a request form ' 
with the Rej^,fstrar, '-as Secretary to 't-hesr Academic Standards Committee. Upon 
approval of the Academic Standards Committee, the ,transft»r will be effective 
for the semester, followi^e the' one Jn which the request is made. 

TliOiiC! wishLnp, to transfer to th(? arts and sci.ences prop.ram will be obligated 
in the amount of $100 for eaclv semcstgr of work tfomplqted in the teacher ed- 
ucation prop.rnm If the teachinf^ pJeflp.R, "^^^ sip.n^ in lieu {|f tuifion payment. 

* E. EXEMPTION FROM REQUIRED COURSES , 

Belirvinp, tlsat students should not be rcqu:^ed to devote time to courses, the V 
SHbstancos of which thu.v have mastered ^ the College provides opportunity to 
([ualify for i.'::'",;ipt i on f ro!ii, required courses . ° Towsort students may apply through 
the Dean of tlit; College to be examined , f or exemption, fiom courses required o| 
all students and those required in a major field. The department concerned and 
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the Director of Research and Testing cooperate in the evaluation. 
When exempted, tihe student is privileged to choose« an elective in 
any "department oh an advanced course in the same department. 
Required cour^es^q^ the following, f ieids are at present ^.nvolved 
in this plan: /biology, english, geography / mathematics , music, 
speech,* history, political science, and sociology. Credit for 
Experience and Previous Learning is an option also open to students. 

F." STUDENT LOAD . . 

Regular Day Session 

The normal student load is 15,-18 semester hours of credit eaqh 
semester . • * ' . ' ' 

Students .may take up to 19. semester hours for credit. It is 
suggested that students possess a /tninimum cumulative average 
tS'^e-^OO to take '18 semester hours and a cumulative average of 
2.50.\o take 19 semester hours. 

Students with a 3 . 25 cumulativB^-average based on at least 30 
hours taken'^at Towson State Collegd may carry 20 hours. In his 
last semester of his senior year a Student may carry 20 semester 
hours provided the number. is necessary to be graduated and pro- 
vided his cumulative average is 2.50 or better. 

Students with a 3.50 cumulative average or better, based on at^ 
least." 30 hourg taken at Towson State College" may carry 21. ^ours. 

No student will be permitted to carry more than 21 hours or 
less than 12 hoiirs except by special permission of the^ Academic 
Standards Committee. ' ^ 

Students must have the approval of the Registrar to register 
for more than 19 semester hours during any. one semester. 



Summer SessJUy ^ • ' ^ 

No student enroll^^ci in tjie summer session.will exceed lA .semester 
.hours. ^ , " 

■ . G.' {AUDITING COURSES 

A student may audit a 'course with the permission of the instructor^ 
of tlie course. No credit may be earned in a course which is audited 
Audited courses will not appear on the student's record. Students 
who wish to take the cQurse for credit may do so otlly during the 
Change of Schedule Period as an acfded course. 

, ' H. CHANGE OF^' COURSE SCHEDULE.. 

All (Changes in a student ' s schedule of courses , (adding or dropping 
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a course or a change in sections or credits) are valid only if' the . 
student completes the Course Schedule jChange Form and. files it with 
the Registrar. Failure to do so will r^ult in a grade of "NC" in 
the cours^ dropped and no credit in the course added. . The grade will 
appear on the Grade Roster of the course, the student's Permanent 
Record. v . . 

No^'Student may enter a class after^he first week of classes. Ex~ 
cepti,pns to this will be considered t^only after approval of th.e de- 
partment chairperson of ^he course invoived an^ the Dean of the College. 

Entering freshmen wishing to^'obtain waiver of courses for the honors 
plan may arrange to take Advanced Placement Tests of the College Entrance 
pxamination Board in fields in which they feel qualified. Arrangements 
to take these examinations in Ma5^ of the high school senior year may be 
%ade through the school counselor oi; through tl^e College, Entrance Examin- 
ation Board, P.O. Box 592, Princeton, New J^rse^. 

I. WITHDRAWM.-^OM A COURSE 

^ Students wishing to drop a courseViay do so as follows: 
Students may drop up to the end of\the first two weeks Of.^classe^ and 
no grade will be recorded. 

Students who have not dropped a>6-©ur^e at the end pf the first 
^tv}o weeks of classes^ may withdraw from a course yp to three weeks 
after the mid-semester date. Students withdrawing during this 
period will have the grade of "W" recorded for the course. This ^ 
:ade may be removed by repeating the course. 

Studertts registered for a course Who do not^drop Or withdraw 
> during thefee periods referred to above im4.st receive grades of A, 
'B,C,D,NC or I as determine^d by the ^faculty member. 

J. CLASSIFICATION OP.STODENTS 

Students are classified according. to the number of semester hoMrs 
passed as follows: freshmen, 0-28\emester hours; sophomores, 29-^5 
semester hours; juniors, 56-89' seities'^t^er hours; s'eniors , 90 semester, 
hours or above. . \^ . > 

K. MAYING AND POINT SYSTEM 

A four-point system is used to identify quality of academic work. The 
letter^ "AV designates work of superior quality; "B" work of good quality; 
"C" work of satisfactory quality; "D'' work of less than .satisfactory 
quality but allowable for credit, subject to\the restrictions under 
the Degree Requirements; "NC*' (No-Credit), work of such unsatisfactory 
quality that no credit is given. Grades of "PA", "PE" , "S" are equivalent 
'"'^o a grade of "C" or fciigher. ,The gtade of "S" (Satisfactory) or "NC" is 
assigned for non-credit cgurses "or student teacl^ing. The grade of "PA" 
(Pass) or "NC" (No Credit) i^ assigned for the courses elected on the . 
Pass Option. The grade of "PE" is assigned for bourses passetd u^der the 
Credit for Experience or Previous Learning option\ All grades are record- 
ed on the student permanent record. . \ 
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A mark of I, (incomplete becausQ^f illness or other reason 
beyond control o£ student) at the end of a semester carries no 
credit. Unless such a course is satisfactorily completed within 
six months of the last day of class for the course, the grade for 
the course becomes ''NC" . It is the responsibility of the student 
to make arrangements to complete course requirements for the re- 
moval of the "r^ # ' " 

In computation of gVade point averag-es the following quality 
point values are uspd: 

A — 4 qiiality^ points C — 2 quality points 

B — ^3 quality points ' D — 1 quality point 

Grades of ''I", "NC^', "PA", "PE", "W" and "S" are not used in com- 
putation of averages. . <^ 

*The grade point average is computed by multiplying the hourg^.-*/ " 
of ^credit in a course by the points assigned to the. grAdfe earned 
in the course. Totaling the qredi-t Hpur: p'bints for all courses 
passed in th^ "Semester, dnd 'diViding the total number of points - 
by the total' number of hours of Credit^^ passed yields 'the grade- 
*point average for the semester. For e>tample: 

4 hoU/Ts of A " ^(4 points each) '16 points 

" 4 hoiirs of B ^ (3 points each) 12 points 

3 hours of C - (2 points each)--- 6 points 

3 hours of D (1< point each)- 3 points 

2 hours of NC , (No Credit GiVen) : 

14 Total hours passed > ■ , 37 Total points 

Dividing 37 by 14, the student's grade-point average for this 
semester is found to be 2.64. 

The student's cumulative grade-point average is found by di- 
viding the total points earned in all courses completed at Towson 
by the total numbervof credit hours passed (including hours attempted 
prior to 1 September 1970) at Towson. For example: a junior has passed 
76 credit hours and has earned a total of 190 points. His cumulative 
grade point average is 2.^50. " 

A cumulative grade-point of at least 2.00 i^^ required for grad- 
uation. 

L. ^ STANDARDS OF WORK REQUIRED \ - 

1. Philosophical Premis&s 

^ 

jVcaderaic Standards are set to insure that a degree from Towson 
signif i&s student work meeting or exceeding a particular level ■ ^ 
of ex'ceilence. ^ 

The intent is to reiriforce appropriate learning behavior, and to 
' help the student work independently and develop intellectually 
i# a variety of ways. 
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2, Repeating of Courses 

Students may repeat any course only once where credit has been 
earned or a mark of "NC" or)."W" has been awarded. When the 
course is repeated, the student will receive the credits for 
the course counted once and the higher of the two grades if 
repeated for the first time after 1 September 1970.. Students 
repeating courses must indicate thj,^ at the time of registration. 
Upon completion of the repeated course a change of -grade form 
mu'stlje submitted to the Registrar-by the student concerned. 
The lower of the marks earned is not maintained on the student 
. ■ permanent record. Courses taken for which credit^is received 
with a letter grade may not be repeated under the pass/no 
credit option. 

M, STANDARDS FOR FULL-TIME STUDENTS 

In order to Vemaii in the* college, a student must possess the 
required minimum ^credits in relation to semesters of stud^ as 
indicated in Table I and have a cumulative grade point' average ^ 
as indicated in Table II. 

Table I 

REQUIRED MmMUM CREDIT? THAT MUST BB PASSED IN RELATION TO 
SEMESTERS OF STUDY 

Required Minimum 
Semester of Study Credits Passed 

Two 18 • 

^ Four ' ^0 • . 

Six 66 
Eight 96 ,' 

Degree requirements must 
be completed " 

■ T^ble II , ' ' • \ 

■ MINIMUM GRADE POINT AVERAGE TO BE IN COLLEGE 

- ^> \ 

Credits Mlnimup GPA To Mininnum Level of Satisfactory ' 

* Passed Be in College Progress \ 



1-15 , 1.00 ^ 1-85 

by 20 . 1^.25 1.85 

by 30 1.50 " - \1.85 

by AO 1A67 . , 1.95 

by 50 l.\78 ' -f^ 

by .6A 2.00 2v00 



N. TRANSFER STUDENTS " . " ^' " 

The expected minimum number of credits passed for transfer students 
will be determined by dividing the number of credits transferred 
in by 15, rounding the answer to the nearest lower whole number^ 
and relating it to Table III. (Required Minimum Credits Passed for 
Transfer Students) Fgr instance, a student transferring 6A hours 
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would start at the 4 Seijiesters of Study point on the scale 464 
divided by 15 = 4. 27), To meet the minimum credits passed aft^ 
two semesters of study, he would be expected to have passed 66 
credi/s at the end of six semesters of study. 

In addition, at the end of the first semester, transfer students 
must earn a grade point average as shown in Table II above based 
on total credits passed. However, no student will be^required to 
earn more than a 1.50 grade point average during the first semester. 
In succeeding semesters a transfer student must attain a grade 
point average as shown in Table II. (For instance, a student who 
is required to have earned 52 credits at the end of two semesters/ 
at Towson should b^ required to have earned a 1.78 or better at 
that time to* remain at Towspn.) 

Table III 

REQUIRED :MINlHf^ CREDITS ACCUMULATED FOR TRANSFER STUDENTS 



Semester of Study 


Required Minimum Credits Accumulated 


1 






9 


2 






18 


. 3 






28 ' . 


4 






40 \ 


5 






52 \ 


6 






66 . \ ■ ^ ^ 


7 






80 \ 


8 






96 


10 




Degree 


i!-eq.uir«!jpents must be 



completed " \ 

STANDARDS FOR FULL-TIME STUDENTS ADMITTED SEPTEMBER 1974 AND THEREAElkR 

In order to remain a full-time student in the cfollege, a student 
must possess the required minimum credits in relation to semesters , 
of study as indicated in Table I and have a cumulative grade point \ 
average as indicated in Table II. 

^ ... ^ Table I . 

REQUIRED MjlNIMUM CREDITS IN RELATION TO 
SEMESTERS OF STUDY . 

Required Minimum 
Credits (with grades'^ 
Semester of Study of A,B,C,PE,PA, and^S) 
_ Two . 12 

Four. . N 34 \ , 

Six 60 
Eight 90 
Ten Degree requirements 

must be completed 



Table II 
MINIMUM GRADE POINT AVERAGE. 

Minimum Level of 
^ Satisfactory^ 
Credits Minimum GPA Progress*' 

1-15 ' 1.50 2.00 

• by 20 ' 1.65 2.00 

by 30 1.77 . 2.00 

by 40 1.85 2.00 

by 50 ' ^ 1.90 2.00 ' * 

by, 60 ' ' 2.00 ^ 2.00 

P. TRANSFER STUDENTS ADMITTED SEPTEMBER 1974 AND THEREAFTER 

("Initial entry as a degree candidate into college prior to Septembei 
1974, see table III, Page 46.) 

The minimum number of credits accumulated with a grade of "Cli^^ 
higher for transfer Students will be determined by dividing th^ 
number of credits with a grade of "C" or higher transferred in by 
15, rounding the answer to the nearest lower whole number and re- 
lating it to Table III. (Required Minimum Credits Accumulated fgr 
Transfer Students). For instance, a student transferring 33 hours 
would start at the 2 Semesters of Study point on the scale (33 
divided by 15=2.20). To meet the minimum credits Accumulated after 
two semesters of study at Towson, the student mu'st have Accumulated 
34 credits with a grade of "C" or higher at the end of four seme- 
sters of study. 

In addition, at the end of the first semester, tpnsfer . 
students, must earn a grade point average as shown in Table II 
above based on total credits accumulated. However, no student ^ 
will be required to earn more than a 1.50 grade point average 
during the first semester. In succeeding semesters a transfer, 
student must attain a grade point average as shown in Table II. 
(For instance, a student who is required 'to have earned .52 credits 
at the end of two semesters at Towson must have a grade point 
average of not less than 1.90 at that time in order to remain 
a fulltime day student. 

Table III ^ « " ' * 

REQUIRED MINIMUM CREDITS ACCUMULATED 

FOR TRANSFER STUDENTS * 
Required Minimum 
Credits (with grades 
Semester of St\udy . of A,B,C,PE,PA and S) 
1 6 
\ 2 . *' 12 

^ '3 ■ ' 22 ; 

4 34 ^ 

5 ^ ^48 ^ 

6 60 ' 

7 ' 74 _ 

8 90 

10 Degree requirements 

. must be completed 

61 
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Q. PASa OPTION 

Students will be able to ,^lect on a voluntary basis 12 credits 
toward their degree for which they may be graded on a pass/no 
credit basis. No more than six hours per semester can be taken 
on a pass/no credit basis. This option is not available for 
courses requried for the majoK and for certification in Teacher 
Educcition unless special permission is sought from the department 
The option, must be elected during the first two weeks of classes. 
The Registrar will make this information available to the in- 
structor upon request. 

R. PROCEDURES FOR REINSTATEMENT 

TJiose no longer in good standing may appeal for rel^i^tatement • 
In most cases students who are dismissed for academic purposes 
will be expected to 'remain out of the day school for two semesters. 
Those students who bring their cumulative average up to the credits 
completed and CPA Norm by taking courses in the Evening, Summer 
Program and January Session are eligible for reinstatement*; 
however, a student must take, courses in which letter grades are f 
given in order to have this work apply befojre the completion of 
the one year period. A student must achieve an average of 2,00 
on all wor<k taken during the period of academic dismissal. Up i 
to 18 credits can be taken in the '^Evening and Summer Program 
for this purpose. Deadline for readmission is 15 July and 15 '; 
November . 

In evaluating requests for reinstatement, the Academic Standards 
Committee, without changing previous policies, will weigh heavily 
an indication of improved performance. The personal development 
of each student is considered. The College may exercise its right 
to ask a student to withdraw at any time. 

S. DEGREE REQUIREMENTS FOR STUDENTS ADMITTED ^ 
. SEPTEMBER 1974 AND THEREAFTER ^ 

1. Bachelor of Arts Decree 

Those wishing to qualify for a Bachelor ?)f Arts degree in lieu 
of the Bachelor of Science degree may do so by fulfilling the 
requirements for the Bachelar of Science degree and by completing 
the intermediate dourse or the equ^ivalent of a modern foreign 
language. 

2. Bachelor of Science Degree 

A student Who satisfactorily meets the following requirements will 
receive the Bachelor of Science degree. 

• A minimum of one hundred twenty hourfl and n maximum of orn- 
hundred thirLy--five hours of college credits with the gradew 
of A,B,C,PE,PA, or S which* must include Freshman Composition 
, or its equivalent and thirty-two hours of upper division work. 

2. Credit in the courses Vequired of all students, of which 
Freshman Composition or"^ts equivalent must be passed with 
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a grade of C-or higher. 



3. Credit in** the required courses of the curriculum the student 

. . haB ei e*: ted . / 

A. Successful completion of a major except for those in Early 
Childhood or Elementary Education Programs. 

5. A cumulative average of at least 2.00. 

6. Record of attendance at the Coli^ge for at least one academic 
year during which thirty semester hours of credit were earned. 

s . A student must earn the final thirty credits at the College 

unless p-ermission is granted by the Academic Standards Committee 
to earn the credits at another institution. 

7/ Demonstration of personal qualities which are expected of an 
educated person. v 

8. Filing with the Registrar a Graduation Application according 
to the following schedule: ..^ ^„^r.^ 

December Graduates^: file 'by May 31st of the year of graduation. 
.June Graduates: file by September 30th of the year of graduation 

August Graduates: file by July 1st of the year of graduation. 
A student who entered a college as a degree candidate September 
1972 and thereafter *must earn a minimum of 32 hours of upper 
division work as one of the requirementsi for graduation at 
Towson State College.- 

T. GENERAL COURSE REQUIREMENTS OF •'ALL STUDENTS 

The general college requirement went into effect in September 197A, 
and affect all . incoming freshmen and transfer students: However , 
Towson State College returning studentshave the optdon"o£ remaining 
on the plans under which they were admitted providing no more than 
seven years has lapsed since initial admission or electing to, follpw 
the new plan. ^ 

All students are reminded that the adoption of a new set of 
General College Requirements does not change their departmental 
requirements, or the requirements for State Certification of teacher 
education students. Students should consult their advisors if they 
have ^ny questions regarding their degree programs. 

Number of . 

Group I _ One SAmester 

CoursVs 

Art, Communication^Arts and Sciences, 6 
English*, Modern Languages (the first 
semester of any elementary course can- 
not be y,sed). Music, Philosophy and 
Religion, Theatre Arts (at least two 
courses must be taken in English; courses 
must be completed in at least four dif- 
ferent disciplines). ' • ' . jg 3 

Group II 

Biological Sciences, Chemistry, Mathematics, 
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including Gomputer Science, Physics, Psychology 
(courses must be completed in at least three different 
disciplines) . 

Group III 

Anthropology, Economics, Gi^ography, History 
Political Science, and Sociology (courses must 
be completed in at least three different disciplines). 

Group' IV 

Health Science, Physical Education (at least one 
course must be in Physical Education). 

English 30.102, Freshman Composition (or 
equivalent) must be completed with a grade of 
"G** or 'higher to meet graduation requirements* 

At least one hour of credit in each course jnust be earned. 
Those wishing to qualify for a Bachelor of Arts degree 
in lieu of the Bachelor of Science degree may do so by 
fulfilling the requirements for the \Bachelor of Science 
degree and by completing the intermed^Late course or the 
equivalent of a modern foreign language, 

U. OPTIONAL GENERAL EDUCATIONAL PLANS 

Optional general college requirement plans are permissible under certain 
circumstances when approved by the Curriculum Committee, Additional 
-information available in the Office of t,he Registrar, 

Transfer students with 56 credits or more at the time of admission will 
be given credit for having met the general requirements of the College 
provided all of the following conditions are met: 

1. The student transfers from the sending institution with a minimum 
of 39 semester hours credit, ,or 15 one-semester courses, in the 
Arts and Sciences. 

2. Courses are taken in a minimum of 10 of the following disciplines- 
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Art , ^ Physics 

Gommunication Arts • Psychology 

' and Sciences * Anthropology 

English \ Economics 

. Modern Languages Geography 
Kusic ^ History 

Philosophy/ , Political Science 

Religion Sociology 
Theatre Arts - Health Science 

Biological Sciences Physical Education 

" ^ '^'j Chemistry 

<..^ Mathematics ^ . 

3. With "reference to Towson*s General Course Requiremen^ts of all 
students see page 33. Courses were taken in two disciplines 
. each* In Groups' I,. II, and III, and one course in Group IV. 

Transfer students'who have not compTeted the general college requirements 
under this option at thfe time transfer is nj^de will be required to comply 
with the general ^requirements for native stude'hfes at Towson State College. 



V. ATTENDANCE" 

xj ■ X 

Students are expected to attend all' classes^ Each faculty member sets 
hfs' own policy on absences. Policies vary and it is the responsibility ' 
of the student to understand clearly the absence policy of each instructor 
.and to act. accordingly. Students are expected to notify the Deau of 
Students by phone or in writing of any absence exceeding three days.^ 

W. LENGTH OF ATTENDANCE . 

Only in unusual cases may a student who has completed degree requiire- 
ments remain in the College for lohger than eight semesters. Any 
requests for deviation from this, plan must be! submitted to the 
secretary of thfe Committee on Academic Standards. 

X. WITHDRAWALS 

A student wishing to withdraw from the College is to obtain a withdrawal 
card from the Office of the Dean of Students. Before the withdrawal is 
official* the student must submit the •completed^.j^ifhthrawal card to the. 
Office' of the Registrar. ' ' \ 
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Y. SEMESTER OF STUDY ^ 

Each semester a student registers and has not cancelled or withdrawn 
prior to the first day of class counts as a semester of study. 

Withdrawal for medical reasons or entry into the Armed Forces will 
not count as a semester of study. The student must inform the 
Registrar upon readmission in such cases. and present evidence 
of reason for withdrawal. 

Those students withdrawing from the College who intend to return 
must comply with the deadlines established for readmission 15 July 
for the fall semester and 15 November for the spring semester. 

Z. TRANSCRIPTS OF ACADEMIC RECORD 

Transcripts will be sent only upon written request of the student. 
Transcript recpiest forms may be obtained at the Office'of the 
Registrar. The College requires at least two weeks notice for 
issuance of a transcsript record. A fee of $1.00 will be assessed 
for each request. 

A student with an outstanding indebtedness to the institution 
will not be eligible for transcripts of record. 

AA. HONORS PROGRAMS 

Under the direction of a College Honors Programs Board, a number 
of departments of the College offer Honors Programs in their 
disciplines or cooperatively offer interdisciplinary Honors 
Programs. The student who completes an approved program will 
receive a diploma with the designation Bachelor of Arts or 
BacHelar of Science with honors "in the appropriate discipline. 

The program is developed for„ the junior and senior years 
and include 9 to 12 semester hours credit in seminars, directed 
tieadin^s, and research projects. A senior thesis is required as 
well as an oral defense of the 'thesis. A candidate will also be 
expected' to make a respectable showihg-o'n the Graduate Record 
Examinaf'lon. ' 

To be admitted to the program a stud(^nt must pre*seTU:^»^a cumula- 
tive average of 3.25 and a 3.50 cumulative average in his Si'scipline 
To graduate from the program the recipient of an Honors degree muStk 
present a 3*25 cumulative Average and a 3.50 cumulative average in 
his discipline. 

Details of the department plans may be obtained from the office 
of the department chairman. ^ 

The Dean's List is published following the cdmp.le'tion of each^ 
fall and spring semester. rStudents whd are degree candidates and 
complete a minimum of 12 semester hours for credit in regular grade 
granting courses with a semester average of 3.50 or higher ^will be' 
so honored. 
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Bli. GllADUATION WlTii HONORS 
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To rc-ccLvc a bachelor's degree w I Lh honor<5, a student must havo'compj etcd • 
work taken at Towson State CoUege'with the following cumulative grade 
point average: 

3.75 to A:00 Summa Cum Laude 
; 3.50 to 3.74 Magna Cum Laude 

3.25 to 3.49 Cum Laude 

Students must have, in addition, a 3.25 ^or better average for work completed 
at other institutions and a minimum of 56' semester hours of work at Towson 
State College. If students meet all other requirements , the Academic Standards 
Committee will liear an appeal of the 56 semester hour rule. 

^I'ransf6r studentseligible for Summa Cum Laude awards based on work 
conipieted at Towson State College must b(- approved by the Academic Standards 
Comini t tee . 

To receive a bachelor's degree with honors in a discipline, a studeat- 
must have completed a departmental honors program and be recoTnTnen4ed. for 
hoi^ors by that department. 

.Students who do not qualify for honcTrs because of their overall 
CPA rLy petition the Academic Standards Committee if they meet the ^ 
folloi\ing criteria: * ^-^C" 

"A student who in his/her las t >d'' credits at Towson S tate^^ 
College attained a cumulnti^ve average of 3.50 or higher. 

\ ' ^^^^ 

" The student wlio is approv^for graduati't)n honors listed abov^^^H 

» piim i niulo hnnnr sPrnm TnwRon State College. \ 



receive the\Cum Laiide honor^^Prom Towson State College 

CC. SPF'CTAL PROGRAMS 

1 • 9 red it for l\ j,or Experi ence : 

Nut all ex[M'ri\ires relevant to a student's aeademlc program occur 
in \]w trnd it ir)r!>Kl sottiJir. the College classroom.. .Indeed, coll(?ges' 
and universitier/\vinr,.>')n^'. recognized the valadi.ty of such experience 
in te;]clier echw ;i L i tMVxf iid Innr.uage programs are now. applying this same 
approach to oilier d i sVld^^ ' • 

Towson SLnte Ciol legK endorses this philosopli 1 cal premise and 
accordingly will nllow a Xudent to submit relevant educational 
and professional exper i ence\ror credit considerations by the app- 
ropt intc^ acad'.nic departineui s and ihe College Academic Standards 
Coiiimi ttee. Up lo 32 hourr. may he granted for such varied experiences 
as Peace Corps, Vista, i nrernsl)! ps i n /applicable* professional work, 
inch pendent slndy, applJ<'d prac^:i cal /xperi ences , e.g. second chair 
viola for tw(j years with th(! Bal timoi/e Symphony, etc. 

At tlie ptci.c^nt lime there are /two modes of obtaining credit for. 
prior experi^'Mce: Cr(^dit l^y Kxnminalion, and Credit by Performance. 

Tn order lo o])(ain credit for prior experience tlirough either of, 
t ]ieih^\wo methods please a( Ihere lo tlfc following procedures: 



'] he' St udt:nt will contacl Uj^ Depa r tnient Chairperson for tlie res-» 
pci^:tive area i ji wli i cli '{ie/vsh(^''*'t4^.s competent to receive credit 
for prior '^experience. ^ 
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If the student receives approval from the Department to proceed, 
he/she is billed §or thtt $5 Testing Fee by the^Evkning and Summer 
Division. Testing Fee for courses taken thrQOgh CLEP is $15. 

I 

Upon presentation of his/her paid receipt to the 'department , the 
Department Chairperson assigns a faculty sponsor-^evaluator to the 
student in order to determine the . evaluative measures to be used, 
or to administer a standardized examination if such is applicable. 

If the requirements are successfully met the Department. Chairperson 
forwards the ''Credit for Experience in Previous yearning" form to 
the Office of the Registrar. ! 



e. The Registrar approves the form and forwards it Ito the Evening 
and Summer Office, at which time the student is assessed a $25 
Recording Fee for courses carrying three or more credits. A 
$15 Recording Fee is charged for courses carrying less than 
three creciits\. ^ 

\ 

f. A copy of the ^aid receipt ($25) fee and the original "Credit for 
Experience in previous Leari^^ing" form is returned to the Office 
of the Registrar to record a grade of "PE" and the appropriate 

. amount of credit on the studen^t's permanent record. 

g. Students who have unsuccessfully attempted Credit for Prior 
Experience^ once (CLEP or departmentally) , may NOT attempts 
credit by this method a second time. Credit must then be 
obtained by taking the course (s) in the traditional manner. 

The College Level Examination Program (CLEP) provided the student 
with the opportunity to obt![ain college level credit(s) by utilizing 
standardized examinations administered by agencies of the Educational 
Testing Service. ^ Presently, CLEP ^is not^ universally r^ecognized at 
Towson State College, but students wishing to receive credit for CLEP 
.examinations may petition the respective department (s) . Granting of 
CLEP credit will be. at the discretion of the department and awarded 
on an individual basis. ^ 

Arts and Sciences • .. ' 



The Col leglr" cTff ers^'a' n^ o]^ programs that afford -students an 

opportunity to plan their own college programs, to follow -^individual / 
InterQSts,' to experience a wide choice of courses from various depart-V;^ z'' 
ments and to prepare for certain specialized vocations. Interested / 
students should consult one or more of the faculty advisors in the 
various programs as' to requirements and procedures in declaring^a / 
major and purstrt^ig a degree. • ^ 

Program * 

4^iberal Arts & Sciences - Core Program • " * , 

Liberal Arts & Scienref^ - Thematic Option 

Oenqral l^zts & Sciences - Core Program 

General Arts & Sciences - Thematic Optibn ^ 
(lenera.l Arts ScierTce.4^- Law Enf orcemeut'i^^^^^^^ 

^ ■ 63 - . 
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American Studies p . „ / " • ' 

BlackeStudies ' • 

Women Studies ' . 

MAJOR a' - Th6 Liber^^l Arts and Sciences^ Major consTtituctea aroi^nd a ^ . 
^'core" discipline in the traditional Liberal Art^ and Sciences:^:* ields . 

MAJOR - The General Arts & Sc iences Maj or construe tec} around a ''core" 
discipline' in' General Studies, which incorj^'orates" all of, the Arts, ari^d 
Sciences.. ' ' . v . . I * > • • 

- ... % 

THEMATIC OPTION - A student may fuMill^the requirements for eitker ; 
Major A or Maj6r B by siibstituting a theiHatic plan for the -^'core*' * 
dtetipline. " We haV? made a format distinction, howeve^r, because we ' . « 
wished both to create a major which preserves the 'conc'ept Of ''liberal*' 
arts and sciences in its traditional and widely understood me^nfng, . 
and also to create a 'major (B) which offers maximum freedom. of choice. 
In this way, a student who elects tfhe former will carry a distinctive 
label. ^ ' ' ' ' ^ 

Major A -r The Liberal Arts and Sciences Major • - 

1. The student must satisfy General Education Requirements. 

2. To declare the majoV, the-student must be^ a sop^homore or junior 
^ with a 2.0 CPA. ' ' " V . 

'3. From the Liberal Arts and Sciences - Art/Biology, Chemistry, English, 
History, Modern Languages, Mathematics, Music, PhilosopRy, Physics, 
'and Theatre - the student must take a minimum of A5 semester Jaours of 
upper division course work. These A5 hours must inclulde work from a 
-minimum of 4 different departments. Eighteen credits i|fiust be from 
" the Arts and^S credits from the Sciences (Mathematics being consid-' 
ered ^a Science). - , " '. - 

4/ At least 15,vbut no more than 21, of the 45 upper , division hours 
must come from one discipline which shall serve as. the "core" 
, discipline in the student's program. . ' , ^ 

■ ^ ' • 
Major B ^ The General Arts & -Sciences Major . 

,1. The student must^satisfy Gen^ral^ Education Requirements^ 

2. To declare the major, the^ student mU'st be a sophomore or junior 

w^h a 2.0 CPA. ^ . J/ ^ ^ ' - , 

3. From the Arts' and Sciences^ which are construed to be the following- 
Art, Biology, Chemistry, Economics, English, ^Geography, History,. 
Modern Languages, Mathematics^ Music , Philosophy, Physrcs, Political 
ScieAce, Psychology, Sociology, Speech and Theatre— the student must . 
tafe a minimum of 45 semesteT^'hours of upper division course Work. 
With the approval of <the student's advisor and the appropriate 
associate dean, courses in departments not listed afeove may be 
allowed Lf these cour.ses are needed to complement the student's program. 

At least 15, but no mare than ^21, of the 45 upper division hg.urs 
must come from one disciipline.; which, shall serve- as the "core" dis- 
cipline in the student's prog^ram. ' ^ 
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^Thematic Options to the Arts and Sciences Majors*' , . . . - 

' With the approval of his advis^qr and the appropriate association dean, 
a student may elect to substitute a thematic 'plan for the '*core" dis- '/ ' 
cipline in either Major A or B . By following this plan, the student 
could develop' an academic concentration in areas'" such as urban studie^ " 
American studies, environmental issues, etc. v . '..o' 

J Except for the following, the requirements will be the, same as 

for Major A or Bj ^ 0 ' ^ > ' ^.'^ . 

1. A minimum of 15, but not more than 36, of the 45 ..upper division 
hours must r-elate specifically to a chosen '^topic or theme. 

' 2. All course work must be on an upper division level unless the 

faculty advisor approves th*e inclusion of some^^parti.qular .signl- * ' " 
f leant co*lirge work at the lower ^division 4evel.'^' For. example, 
; ■' ^ ci. course' important to the student's .theme may exist only at the ' - 
lower division level. v , - \ ' . - - . 

3. :law enforcekent and correction ' ,^ . ^ ' 

* A n^ thematic option entitled, LaW Enforcement and Correction is 
now bein^ offered.' Among its objectives are the following: 

1. To prov^ide in-service law enforcement and correctional p'ersonnel 
the oppottunity to further their education beypnd the junior college 

O with a minimum loss of credj.'ts -from their' junior college program. - ^ 

2, *To provide an interdisciplinary degree with a, strong emphasis on 
sociology, psychology and ptjlitical science..' ' <> 3 

"3.. To provide the comm^anity with law enforcement personnel wh^are 
^ /; ati.le to. m^.ke' good value judgment to maintain Tl^eir perspectives, 
to urid'erstand underly.ing causes of "human behavior, and tb* comm- 
unicate clearly and'tpreclsely . ' ^. • " 

4. AFRICAN AMERICAN STl/DIES PROGRAM . ^' ' 

/ ... ■ . . • . ; 

The Af-^ican Am^,rican Studies Program offers* ^ student the opportunity * 
to study ii^-depth the histg^rical and cultural'.'' existence of the Afr<^- 
.^\mer Lcan'^y examining his uQadknowledged roles in American society, 
and the iVresGijce and impof^tai^ce ai the Black .aes\:hetic -culturally socially , 
:poli t,^ caily , * and economically . An interdisciplinary program concentrating., 
mainly in the humanities, the curriculum is- sul?ject to review and flexibility,? 
as -courses piay ^e added or -subliracted with th^ permission of the Advisory 
CommityCce and the y\ssoc iate Dfean. . ^ ' , ' * 

* ' students" may choose a major in the^ program, select edurses to structure 
ma jof within c^the General S tud ies. Prograiii^^ or sim^^ly:__take^our as electives. 

^ For Curther ihf ormat^,on,, please c'ontact one of the ajivisoi^s. 

..\>lERtGAN vSTUDIES ' ' \ " . . 

* / * 7 -v, • 

a . Tb® Program «• « 1 . ■ ^ 

• -.^ ^^^'^ 

The American S tudi es concentration within 'the General S-tudies major 
at Towson State CoiJ3ge. i's an interdisciplinary program t-^at- allows 
^ a student to take. cQurs'es in different* academic depar'tme4its . . The 

' 70. .' ■ ..' ' • . 
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AmericW^'^^udres approach stresses the inter-relatedness of 
such elements in our society a:s the*^fine arts, architecture, # 

• popular culture, folklore , technoJ.ogy , and the,^ vernacular arts.. 
Studentis- examine American institutions, ideas, and .material 
forms in order to better understand their past and shape their 
future. Although the Am,erican Studies major will have, a knowledge 

. of literature, history, ^economics, and art^, .his main concern will 
be within the" concept of culture as it applies to the United States. 

The degree granted is thefB.A. or B.S. in General Stydies with ^ 
a concentration in American Studies. » 

b. Who Should Major in American Studies?" 

Those ^students'cjesiring to pursue careers in American S tudies . jrhe . . 
Program at Towson State provides an important foundation for gf^duate 
work at the M.A.-^r Ph.D. level in American Studies. PrSsently there 
are over fifty gt3aduate programs in the United States offering American 
Studies decrees; " ' - « 

Those Wudents who wish 'to do American ^S tudies related work in 
fields such'as teaching, historic preservation, journalism, museum 
administration, law, history, literature , and others. 

Those students who may not have any concrete career goals but who. 
desire a broad knowledge of American civilisation .and a methodology 
to, understand ^ftd interpre t /i t . ' The. program welcomes. Jolder students 
.: . ^who may apply * their knowledge of our culture to their academic or 
\^ 'intellectual interests . • -' ' ' - - 

WMEN'S STUDIES ^ . , ' ' ' • 

The/Women-'s Studies concentration within the General, S tudies major is an 
inter-disciplinary program which offers students the opportunity, to study 
\the particular, nature and role of women as , individuals and as members of 
Society. v The concentration consists of nine hours in a core curriculum, 
o^^three interdisciplina'ry courses : 33. 231 Women in Perspective, 33.331 
Women *in Society, and 33.332 Women in Art and Literature, plus a minimum - 
of eighteen hours selected from department courses in Women's Studies. 
33.231 Womjen in Perspective is .strongly re,commendeci as preparation for 
any upper division work in Women's S tudies , . Each program is^ individually 
tailored te the needs and i^interests of the students Students' mite t consult 
with a Women's Studies faculty advisor to plan ^^their program. The student 
is reminded that a total of forty-five upper division hours is requested , 
Jor the completion of a General Studies Major. 

THEAMTIC PLAI^:' 'COMP.^RATIVE ETHNIC STUDIES \ 

The Comparative Ethnic Studies concentration within th^ -General "Studies , 
!n?ajor is an interdisciplinary program that provides literary, historical, _ 
political, .sociological, economic and geographic perspectives on American 
„ethnic groups with an 'emphasis on Baltimore'^ communities. Courses ^examine 
"the impact of race, religion, family and community on Ethnic-Americans 
.and their development in the United States. ^ 

" « ' . ■ ^ 

The Comparative Eithnic Studies program prepares student-s to jTive in a " 
mult: l-ejthnic society and for positions in education, social^ work, personnei , • 
humka relations, labor "relations , urban pl#nninR, mental h^lth, ftov-ernment 
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service and other areas where an awareness of ethnic' diversity , 
problems, and needs are essentia^. 

The Comparative E^Knic Studies concentration is administered by 
an advisory commit tee^ 

Health, ^ervices ^ ^ ^ 

The H^^alth Services Management progr^rrT is^ designed to help 
prepare-'"" students for management ear&eifsX a^ admini- 
strlators, health planners, hospital or heaPt;^_c^re administrators, 
or varieties of middle management . personnel such as department heads 
or supervisors. Depending upon student interests and availability 
of positions graduate trainin-g in health administration may be de- 
sirable after completing this program. 

The Health Services Management program is administered by the 
Health Science! Department. For advising contact the Chairperson 
of the Health Science Department. . 

Directed Independent Study 

The Directed Independent Study Program is designed to meet the needs 
of the mature individual who does not wish to be tied to a traditional 
education schedule. You and a faculty member approach a subject- 
discipline together in a planned, personalized course of study. ^ 
Several conferences are arranged and other thati these, and for visits 
to the Library or Media Center', the-student works independently at 
his/her own rate. There are no regularly scheduled classes to ' 
attend, but the tutor is t^iere .if you need assistance in mastering 
the material. The conferences with the faculty member are informal, 
challenging, and the ideal instructional^limate, that is, one to one. 

Thus^ it is possible fdr a student to complet^e a substantial portion 
of a Pour year program wit;h only a few vlsits„ t6 the campus" and mini- 
mal interruption in one's everyday life. 

a. Admission, * 

* Courses are open to anyone with a high school diploma or equivalent 
andv the ability to do college level work. 

b. Credit , ' , ' 

AH co\irses tnken under Directed Independent S t udy are for 
degree credit and may be used to fulfill requirements at --^^ 
• Towson State College. 
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10. Co 1 .1 PRC In Esclrow 

•„Thc College inlEscrow program Towson State offers outstarfding 
high school seiUors an opportunity 

. to begin colAge work' befo^re graduation from high school 

.. to become fami\iar with College in general, and Towson Statp 
^ In particular 

. to challenge themselves academically 
. 'tO' speed up fhcip education 

Students who have completed thei^ third year of secondary school 
are permitted to enroll for the summer preceding and/or the fall 
and spring semesters of their senior year. Introductory and 
' freshman courses ^ire available as well as more advanced courses 

for those who qualify. Credits earned will be held in escrow until 
' ' the student completes^high school and matriculates at Towson State 
or anothe^ degree granting institution. (It should be noted^that 
acceptance of transfer credit is the prerogative of each individual 
school. Towson State cannot guarantee that these credits will be 
transferable everywhere") j 

a. Eligibility , V 

To be elipible for the program the student must have completed 
his or her' junior year of high school, have at^eas't a B average 
and have the approval of his or her counselor or principal. 
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Admission 

Admission is to the particular semester in which 'the student 
seeks to enroll. The schedule booklet of the Evening and 
Summe-r program contains the necessary application and regis- 
tration instructions. It may be requested by returning the 
.included coupon. 

students should note that admission to this program does 
not guarantee formal admisnion to Towson State College. App- 
lication for full-time admission must be made through the 
Admission;; Office. 



Terms : 





Towson State conducts two five-week day sessions and one 
eighf-week evening session during the .summer months. 
Students may complete up to twelve (12) credits of work 
by attending both day .sessions. 

For tTitwe who desire to live on campus, liousing is avai^l- 
able forHK^ first' five week' session. Meals are served 
Monday tlirm^;!! Friday noon. Further information on 
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housinp, .'u)ci ap>S4^cnLi()n blanks for room reservation 
may be-so(|ured from the Director of Residence Halls, 
Towr.oii St : t e Col lcy,i' . 



(2). Kcl 



)! 1. n^'. 



Semesters jare approximately four tecn^ weeks In length 
and h*. ,\U\ \in early Seplemhc^r and early February. It 
suggesteci ithat. most students limit themselves to one 
course, :il|lhough students with light high school 
schedules may take more with the recommendation of 
tly6i r- couauel or . 

Courses r-re available primarily in the evening but 
day couiscs are available. Students should contact 
the Evening and Summer Office regarding procedure to 
register for day courses . 
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The Second Bachelor's Degree l>rogram is. designed to meet^ the 
needs of cdllege graduates who wish to attain pro f i c i enc^^^ in 
another major/leld. To qiialify for admission, students must 
hold a haee^it3iireate degree eil^heV from Towson State College ^ 
or from another accredited institution. Bacca laurea tc^legree 
holders; r.t>eking any other post-bax:calaureate ^work £)^thcqF^ — 
^^^£2JI''Ljil'AfL^_&^^l^l:l^-^lilA should contact the Office of 

Qr>i4<jate Studies. ^ 

To fully acquaint yourself with the program and 1 t s - advan tages , 
please arrange for an appointment with an Academic Coordinator, 
823~7.'300, extension 268. At such time, questions concerning formal 
admission* and academic a^ivising with regard to courses, course 
load, and other rc-q ui remejrUsjyiy be discussed in detail. If the 
first bachelor's degree is from a college pther than Towson, p^eaj^e 
brio^to tlie appointment a student copy of your transcript. 

Majors Available through the Evening' Coll oge Program 



Art 

Bi ology 
<(»> » 

Bus i ne'r.s 

Admi n i .sf rat i ow 

Tihica t^K)n 

F',.n 1 y VA\ i 1 ilIiotKl 
Hie 

See on da rv 




History 

International Studies 

Liberal Arts 

Mat.hemat ics 

V\\i losophy / 

Rel igion 

Psychology 

Soc i a 1 Sc 1 once 
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All majors oVfered at Towson State are available throu^ the 
Second Bac>6lor*s Program, however, majors NOT lifted above 
will reo^iire some daytime attendance in ordeir'^ complete 
reqi4ir;^ments . 

Majork such as Nursing, Medical Technology^ Clinical Psychology, 
etc./ require considerable day-school involvement. 

Al/ students must meet Towson State College's general requirements . 
/y^naximum of ninety-eight T>ransf erable credits (sixth-four of 
/which may be from a junior college) from any regionally accredited' 
institution may be applicable toward' the Second Bachelor ' s. In 
addition, students must tpeet the requirements of their "new" 
«major department and they, must take at least- the fin^ thirty 
-TTTthrt hours at Towson St^te College. These tiiirty^credits may 
not he met through Ctedit for Prior Experience Cation. Credits 
obtained unSe r--t-his^. prograi\ may not be applied/toward a graduate v 
l^ree at Towson S tate' Cbli^g^ -at a^future ti^e. 




Applicat ion Fee.^"' 
Re g i s t r a t ion Pee 

(per ^emes^t-e-r-)^.^.^^^,__^.^- 
Undergr adua Ce Tui t ion 

(per sjemester) 
College Center Fee - 

(not applicable to 
extension courses) 



$10.00 
5.00 

--25^^00 

. 9.50 



DD. THE COOPERAT^E EDUCATION PR0GRAM-> 

The Cooperative Education Program at Towson State College is 
designed to foster an intr^change of ^students between Towson State 
and the other State Coll/ges of Maryland as well as other institutions 
of higher learning inXhe Baltimore Ketropolit^an area. The institutions 
included in the program are the State Colleges at Bowie, Coppin, Frost- 
burg, Morgan, Sn^l-^bury, and University of Maryland Baltimore County; 
and the priva^ colleges, Goucher and Loyola. The program is also 
designed tp ^'allow students to take courses ..not ordinarily available 
at Tows^o^^^as well as study undei^ eminent professors in residence at 
other \stltutions. Students are 'encouraged to 4evelop their' academic 
curriculii^with the Cooperative ^Educ^tion Program as an important 
part of the<r plans. 

There V^re^. additional costs to the student to participate in 

tlie Cooperative Program. 

— \. . ■ <^ ' 

Students desiring ihCprmation concerning, the Cooperatdve Educa- 
tion Program should consult^ith the Coordinator of the Cooperative 
Education Program. Cooperative Education Program applications, part^ 
icipating college 'hullet^ins and class^-seh^dules^ are available from the 
Coordinator. v ^ 
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1 . Academj c Regu i rements 

Students participating in the program* are expected to maintain 
the same degree of proficiency in their academic studies at the 
cooperative institution as at Towson State. 

Courses taken at the cooperative institution are part of the 
student's academic record, and ^the grades will be computed into 
the student's gra<^e point average at Towson. 

Only students who are in good standing academically in an under- . 
graduate or graduate degree program are eligible to participate 
in the Cooperative Education Program. 

2. Pro&rams with the State Colleges — Coppin and Morgan 

The State Colleges in the Baltimore Metropolitan area are Coppin 
and Morgan. Students are especially encouraged to select colirses 
from the curriculum of these two schools, since they arejwl^Mn 
easy commut ing distance of Towson State . ^^^-^-^^"^ \ 

Undergraduate (except freshmen) and gracfcuate students are eligible 
' to participate ii^ the Cooperative Program. Undergraduate studeVts 
may pursue courses of instruction equivalent to three semesters of 
full-time work (5A credit hour^) . Graduate students are limited to' 
12 credit hours. Students can' take an entire semester's academic 
load or any part of it at either COpitoin, Morgan or both while in 
at tendance at Towson . \ ' / 

\ ■ I 

Specially arranged courses are also offered to permit greater 
freedom of choice , espec ially those coVirses either taught by 
eminent professors or hot ordinarily a\^ailable at Towson. 

Undergraduate students may elect course^ offered in the day school. 
' Graduate students may elect course's offeVed in day or evening school. 

3 . Programs with t he_ State Colleges — Bowie^ FrostburR, and Salisbury 

Students are encouraged to make use of Ihd academic curriculum 
'available at Bowie, Frostburg, and Salisbury. Distance precludes 
simultaneous part-time at tendance "at Towsori and one of .the other 
colleges. However, students can spend thre^ full semesters at 
any ohe of the three colleges. Under gradua tie students can elect 
up to 54 credit hours, and graduate students can elect up to 12 
credit hou^rs . 

4 . P rograms with the Pr ivate Colleges — Loyola, Goucher,^ and The 
Johns Hopkins University • . 

Towson has a Cooperative Education Program with Loyola, Goucher, and 
The Johns Hopkins University.^ Undergraduate students (except freshmen) 
are eligible to participate in this program. Students .^re permitted to 
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^ take, only those courses which are not offered at Towson. 
Stuc)(ents interested^ in either Loyola, Goucher, or the 
Johifis Hopkins University , . should consult with the Coordinator 
of /the Cooperative Education Program in' the Registrar's Office. 
I ' ^. 

EE- NATIONAL STUDENT EXCHANGE PROGRAM 

The National Student Exchange program was estabi±Bhed^J-n -1967 
to provide students with the opportunity to become acquainted with 
social and educational patterns found in different parts of the 
United States. 

Public university students who wish to do so may incorporate 
into their undergraduate program a year of exchange study at another 
public, university . Our students interested would register here, pay 
Towson's fees and then take courses^at any of the ^participating schools 
with grades and credits transferring. 

Students eligible for the program should have a 2.50 cumulative 
grad^ point aveVage/^and should be a sophomore or junior during the 
timef of the exchange. 

The schools currently participating in the National Student Exchange 
include. Illinois State University , Montana State University, Morgan 
State College, Ohio University, Rutgers University, Towson State College, 
University of Alabama, University of Hawaii University of Idaho, and 
University of Maine - Fort Kent. 

Also taking part are University of Montana, University of Nevada- 
Reno, University of Oregon, University of Massachusetts, University 
South Florida, University of„Wisconsin - Green Bay, West Chester State 
College (Pa.) and William Paterson College ot New Jersey. 

Contact the National^ Student Exchange coordinator in the Office of 
the Registrar for more information, application forms, and procedures. 

FF. FACULTY WORK LOAD " ^ 

1. Teaching Load 

The normal Faculty teaching load is 12 hours. Department Chairpersons 
or Faculty with special administrative duties may have a reduced teaching 
load . 

2. Office Hours , 

Every membt^r of the Faculty is expected to hold regular office 
hours which^he or she will report pn the schedule of classes which 
is sent to the Office of the Department Chairperson. Office hours 
should be announced to the students and posted on the door o| the 
Faculty member's office. ' 
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3. Academic Advising 

All members of the Faculty are expected to share in the 
advising of departnfent majors who will be assigned to them by the 
chairperson of the department. 

4 . Student ilegistration' ' « ^ • 

All members of the Faculty, except members in their., first semester 
of teaching, assist, in student registration for courses.- 

GG. DAILY ATTENDANCE POLICY 

Unless special arrangements have beerl made according to established 
College and Departmental policy, instructors are expected to meet classe 
and students are expected to attend as scheduled.' 

« 

Each faculty member should establish, announce and enforce his/her 
attendance policy. It is the responsibility of the student to find out 
and understand clearly the attendance policy of each instructor. A 
faculty member may automatically drop any student from a course who 
has missed o^e-third or more of the classes. 

Students should file absence reports within forty-eight hours of 
their return to classes, at the Health Center for medical reasons, or 
with the instructors for other reasons. Students should telephone 
the Health Center for illness or their instructors for other reasons 
if absence exceeds three days so that instructors will Know the reason 
for at)sence. 

If a student knows in advance that he/she is to be absent from 
a class,, he/she should notify the ins t rue tor - to arrange for making 
up the work at the instructor's convenience, either before or after 
t\i^ absence. ■ * - . 

HH. FINAL EXAMINATIONS 

The College shall provide "a periW for the giving of final exam- 
atlons at^the end of ehch ' semester . Faculty members are expected to 
meet with" students during scheduled examitiation periods. If the 
faculty member chooses not to require a fin^l examination the period 
is to be used for other forms of instruction. or evaluation. 

Final examinations may or may* not be included as part of the 
course, at the option of the instructor. However, the department and 
the students have special interests in the instructor's decision which 
he should consider; therefore, the following quali f ic^'at ions are estab- 
lished; ' . 
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1 . Mult ipj_e s e c t io n cours es 

V 

Where a majority of the depar tmenti3l faculty agree, in multiple 
section courses the department may establish a standardized 
. final examination . However^ the individual instructor retains 
the right to employ his/her own final! examination In, lieu of the 
standardized examination. 

Where a majority of the-departifienta"! faculty^ agree , in multiple 
section courses the department may t;equire that a final examina- 
L ion of some nature be given*., 

2. Stiident_s_^jgxeiTip_t ions fr om fina l exami_na_t_i_(ms. " 

Faculty may give consideration to exempt ing spec i f ic students 
from final examinations by providing valid alternatives or by 
considering -the student's prior achievement. 

*>Fatulty are urged to involve their classes in makirf^^ decisions^ 
regarding spect^^l exami,nation policies and options. Student** ^ . 
should be urgeQ tp bring. recommendations to faculty regarding 
■■^ examination options. , '\ 

^ • ion ale - . ... 

<^ . rhe premise from which , the committee operated 'is that under the 

present grading system faculty must employ some means of evaluating 
student «perf orf^ance . ' ' ' » 

yl / - If- ' 

(lie committee recommends keeping, t^e final examination period 
because to eiin/inate it would' work serious hardship ^on those -r 
insXr-uctor^ whb wish^Lo give^ fipal examinat ions -ancj' v^s^ould creatq^ 
pres«^ures toXiiminate final examinations forVeasons not specifi- 
* cally acader/ic. , * 

The comm^i^tee believes that the instructdr is in the best posi't ion ' 
to deteFkine the need for final examinat io'i^s within a given course . - 
\ of .instruction. However, the department and the studens also have 
more than passing interest in the instructor * s decision. Therefore, 
the policy is struct^ired in such a way as to recognize the vinst ructor ' s 
prerogative, protect the department ' s -interests , and at dhe same time 
encourage exper imeixt at ion and the recognition of individual stydent 
differences,.^ / 

II. FINAL GRADES DUE 

Final, graties are due within;48 hours of the date of the final 
t>x;imtn'ation. The Registrar's Office provides class rosters for 
the final grades prior to the examinat ion* per iod . 
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9^7$ STATEMENT OF GR.\DING POLICY FOR TOWSON STATE . COLLEGE 

Grades for studtMUs art? assigned by -faculty members at the^ end of the semester 
according to the following classifications: 

A - For work- of superior quality - , 

B - For work of good quality ' ' ' 

G*- For work of satisfactory quality 

D - For wor1<. of less than satisfactory quality but allowable for credit, 

subject to the restrictions specified under Degree Requirements. 
^ ~ (Satisfactory) For passing work in ijion-credit courses, student . teaching 
and those spec i f i cally . designated courses requiring comple t ion ' of sub- 
^ sequent hours before grade and credit: are awarded. 

..NC For work of \such unsatisfactory quality that no credit is given^ or for 
students who disappear from a course, without filing a withdrawal with 
the Registrar. Under "Remarks'.' an appropriate statement should appear, 
such as "Student never in class." 

Certain grades will be recorded automatically by the Registrar' because of specif 
academic regulations: 

W - For students who have dropped a course after the first two weeks and 

prior to three weeks 'after the ttiid-semeSter date. 
PA T, For students who receive a grade" of A,B, or C in courses they have 
selected under the Pass/No Credit option, r, Faculty members may re*- 
quest that the Registrar provide names of students dn Pass/No Credit 
option in cours^es they are teaching. 

[ - Incomplete Grade Information J ' - 

1, In cases of nonr-health matters, faculty members will determine all 
grades for a student, including incompletes. 

2. /VII author i/.a t Ions for missing examiria t ions ...Mr health reasons will 
be obtained frofti .the Health Center. 

' ^ 3. The Office of the Dean of Stiidents will i r>V e s t i^.te^'an y absence at 
' the request of the faculty member. «... ^ / 

Incomplete notations are changed by use of a Change of Grade Form and 
submitted directly to the Registrar,, \ ' 

a 

Incompletes must be removed within six mont;h« of the last day 'of the 
semester or "no credit" (NG) is awarded by' the Registrar. At the 
Indiscretion of the faculty member an earlrer date for complebdon of 
the work and removal of the "incomplete" (I) may be established^, 
however, the student should be advised. ^ r 

I n f^orma t i orv abou t Changing Grades: ' , 

cr/uie changes made subsequent to the submiss ion of grade sheets and for 
other than incomplete grades are placed on a form secured from -the 
Office* of the Academic Dean. Grade changes must indicate reason requir- 
ing change^. All such changes are forwarded to the Academic Dean for 
s i gnal iir<' . - 
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K:K. . ACAnrF, Ml C" ADVISING FOR TRANSFER SXLIDENTS ' 'h-''^/ 

■I. Pf)licy Regarding Transfer Credit: for Towson S|;uden^t:s 

Towson students wishing t'o take courses at othet insX Ptut ions Yo be 
trans f.er red for application toward,.,a degree at Towson may do so only after 
.receivin^^ the .ipproval of the Academic St^dards Commit fee. Obtain forms 
,in the Registrar's Offirv. 

A student^ who has Junior standing is not permitted to take courses at 
anv Junior college and transfer those credits to Towson to be applied toward 
a degree . » ^ . • 

1, Pol icr^ Reg arding Credit for Towson Students Under the" Cooperative Program 

A student may take a course under the Coopepitlve Program (reference Towson 
StatL! College Cooperative BrocKure). Courses t'aken under tfi is 'program arie not 
considered transfer credits <inci are_shown on the permanent record of the^ student 
iusl as courses taken at T-owson State College. Regist^^ring for' these courses is 
a ^^tudent responsibility. Ln advising a student -the' same consideration will be - 
.^ivcn to those courses as thos^e taken at Towson State College. Number of hours 
taken are included and subject to load limitations, pre-requisites should be 
posset^scci and if the coarse is to be applied 'for the maj or ^ . d epar tmen tal approval 
w>kiJ be suggested. However, in the ease of thfe Cooperative Program, approval 
*hy the Academic Standards Committee is not required. 

Pojj5J^J<c^^ard i n^ Tr ansfer of Credit From i\ Two-Year Institution 

It is the policy of Towson State Co.ilege that once a student attains 
junior standing, that is, 64 semest.^r hours' of credit, he .is not permitted 
to take work at a two-year institution for credit to be transferred to TowscTn 
Slate College. In determin j ng 6A semester hours of credit all acceptable work^ 
is counted whether it was* taken at 'l^owson State College, at another four-year 
acA.redi'ted i ns I i Lai t,i on , or at a two year institution. The sequence of atten- 
daace at two-year or frmr-year institutions- d9es not matter: the junior class- 
il ie.ition Is made at the yiinc the sixty-fourth hour is completed. This policy 
applies to studer^^ts he i ng/ evaluated /or^ transfer to Towson State College and 
for students attending Towson State College. 

" ^ . ' - ^ / 

1.L MiNIMUM CRKDlTS Ik UPPKR DIVISION COURSES FOR CRAOT^^N'"' 

A minimum of 32 credits (1/4 of the credits required^ for graduation) 
mtist be from upper division courses. This is to become e^fectjive schopl) 
year 1972-73. - " : ^ /; /' 

. . MM. ATTMDAI^ICK AT ACADKMIC I'TINC^flONS \ * 

'Faculty members are expected as an expression Of their\ interest in the 
work of the College to attend the few formal academic funclfions such as 
convocations and graduation. Foi'.mal acad emic robes are to fee worn. 

V ^ * . NN. LIBIMRX-^ 

1 . Lib rary Purchases 

i':ach academic department is allocated a cqrtain portion oF the library 
budget. ^This may be spent for materials needed for classroom \instruc tion , 
research and building for future programs. The library has spkcial funds 
^ which are used to f 111^ large gaps in the existing collection, kiid to fill 
•'unusual ou t-o*f-pr int orders. In additioji, oihe-r— l-tbrary funds\cover ref- 
erence, serial, and pe iod ical o^rderST' these are not divided b^^'academic 
departmcMits . — 
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All individual faculty , book orders should come to the library on 
the 3~part forms which^ayo '.Supplied to e^ch department by the library. 
The' fcTcuUy mumbxT or sl^jdenjt assistant fills out the form and gives 
it to otie of the secret^nr ies*. After checking to make sure that ,t he 
-'■'book has not already b^>en oi/dered by the department ,^ the departinent 
chairperson's sighatu^e is . obtained, and the original is forwarded to 
the libr/ry. Lt is |he^ I'ibraryJ^s of f icial -po\icy L'o inform the faculty 
member/vj-ien. the book i,s cat^ilogued and available^ 

/ ' , ~ V ^ ^' ^ • ^ '-^f 

Orders which, are marked "rush'^ w^iH receivje -special attention, but / 
^the library asks that these be^' kepf to* a reasonable mlnLmujn. The library ^ 
will also try to'^ obtain out-of-print items, but this is necessarily a 
slow and of ten ti isappo i nt Lng proc:ess. At faculty request the libraTy • 
will purchase /back copiej^^^of journals if they are available on microfilm. 
If Ihc facul^t.'V merpber ypecifie.s 1^,hat the printed fo^m is needled, the' 
library wilj tyy to make t^fe, desired purchase if at all possible.. 

Culdelities for placing book and periodical orders are available fi;o^ 
the Head yf Th:c tni c^rt , Sarv 1 c cs . Ext. 5A9. r ,v ^ 

' Kef erenc ; e Service s • • 

Reference servie^^ offered covers the hroad range from introductory/ 
bibliographical instruction to students in classes to support ing ''the 
research of the ^Faculty. The reference staf f, located ait the information 
-desk on the main floor, is available for help every hour the library 
is open. Arrangements for class* tours to the library -can be made by 
con<Jt acting the Head of Public Service. Ext. 5A1. j " ' 
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^ • Bor rpwi ng 

!''acult,y merirbers should use their College id-etfrff ica t i on ca-rd to ^ 
■borrow books. If a messenger (student, secretctry^^ or f-^mily member) 
is sent to borrow material for a faculty member, .the messenger sh/6uld*" 
bring a signed note from the instructor indicating what is to be [borrowed 
Books are due- according to, the date^ on ^the Book Cards. Special arrangements 
can be made/for an extended loan. Faculty alone can^ borrow periodicals, 
although ^p^y are not to keep items longer than overnight. 

A . I^|:^ er-IJ.brary Loan Service ^ * 

Towson faculty are ^sually afforded generous borrowing privileges 
a>^Johns Hopkins Univ|^sity ^jid GoucHer College. A Towson library card » 

^will enable a student or professor to borrow books at Bowie State College, 
Copprn State College, Morgan State College, Frostburg Statfe College, 
Salisbury State College, St. Mary's College of Maryland, University of^ 
Baltimore, and t he^ Uni vers i ty of Maryland at Baltimore County. The Inter- 
library loan Service is also available for faculty and graduate students, 
the applications for loans must be' completed in full on forms which are 
available at the Fnformation Desk, located on the main floor, of the library. 

'.The proce"dureB of borrowing books fdr interlibrary loan are strictly 



■ • . ■ . ^ ^ . ■ * . „■. ' ' ^y-' " 

govorn'tid by tliiJ^ Interlibrary T^tiTi Code.- adopted by i the Amei'ican Library ■ • 
Associat ion».' Hence the service here is very similar to that at ot^er ' 
inst ttut ions . The restr icCions p.].a»ced on bDrrowedl items by the owner 
of the i te-in, mus t be observed.; The library does, have the printed book 
catalo.gs'oP Esse5c Community College, the Ba],-t imoi!'^ County PuHlic Library 
and the Encch^-Prat t Free -Library . T^f tbe needed" ^ook^. is located 'in one*-" - . 
of' tht^se Libraries, c^sk the Libra ri an .i:-^ 'obtain ilf. thro,ugh the ^MBCT system; 



5 . Facility ^ Reserve 

An item on "rese-tve'^'" is 'a book, part, of' a book^ois j oiipnal articL^\ 
frofn' the general colTection which a fatndlty member lia^ required th|jB^., 
class, or a large number of peopl'(!fM:Ti\ tbe class .rfead.. . The purpdseBBj* 

the reserve collection is, therefore, to make ava^jllable ^ to all -^students 
in a class^a limited number of titles in which th^y must read spec'lfic 
assignments within a limited period of time. | . • Jr 



^ . • . Forms fft&r ^, reqQe^s t ing material,^ to be put on Reserve- are a^vailable 

p in tlie department' of f ice and. at thc»' C»i rcula t ion and Faculty Reserve 

" ' desks "in the lHl)rary^. Please ^ilj.^ out the form completely and leave 

it with the assWtant at ^the Reserve desk. Reserv.e list-^s submitted at- 
./ the beginning 6-£ the semester ^oul,d be ' in at leas't TWO \^EEKS before the 
' '■■ ^. books are-.assigned . ^ Lists will be handled in the orde^ .in which' they 
.'ire received. " « - 

^ When filling out reser,ve lists it is im,portant that the author and^ 

: tvitle iShould be accurately given, and- that a particula^^ editign, if one 
^ is desired be no ted . ■ Tf the item is'an arfecle in a magazine, both 
\ ^ the Litlu 'aijtd .author of 'the art icle, the naiiK^^ of the periodical,' 
' * ' together with its volume, and^ date, are necessary. Photocopies of 

short journal articles in current or bound form-can be made for 
Reserve to prevent mutilation of the* original-, 

b . F aeu ] t S tud ies . * ■ . ' ' *i ' 

The library has a small number of encloiH^'d facy^lty stucfies which • 
.^^ nty as'stgned to^facMjLty menrbers. * Requests for s tud i es\ should be 
submitted to the Olia i^rperson of faculty member *s d eparttne-ntf, 

7.* . Lib rary Hours ^ . . " . ' ' « ^ ■ 

' ' ^ ' - - - ■ ' ^ ^ . . . ; ' 

Wlien^ c lasses arc in session -the Albert S. Cook Library hours are: 
ft « - * - . . ■ 

Monday-- Tliursdny:^ a:00,a.m. to 10:00 p\m'. . ' ' 

; ^ \ - * ' - <^ Faculty .Reserve open to 12 midnight , 

/Friday: 8:00 a. 'm. to -5:00 p.m. " . ; . 

. ^ ^ Saturday: 9:00 a.m. - 5:00 p.m. ^ _ 

Sunday:^ 1:00 p.lm. to, 9:00 p.m. - Faculty Reserve open until 12 midi^ight 
R . IKouVi^ during "Vacat ion periods' will b^^posted^ ^ ^ 
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00. CURRICULUM COMMITTEE POLICIES 
1".. Functions of the Comniit'tee ■ ' * 



a/' Approve ai-l cour>^s, programs, and oredit earning |expertencds 

/ 



and changes therein.' 



b. * ^Matntain the of fii:ial college file of;, approved coarses , programs., 

-and credit earning experiences! \ 

c. Coordinate stll turricular activities. 

* . ^ • : ^' • ^ . . ' ' ' 

d. Coordinatt^ the efforts of dep'^T^tmfent s involved in developing • : - 
interdisciVl'inary programs. , . . ' . ■ - 

* ' \' * ' " 

'e. Study the oveb&ll curriculum of: the College and identify the? 

areas where s^en@»thening is needed. Commission, if need be, ^ " 
studies^-tcT^tennine the feasibility^ of changing th6 curriculum 
in<, va^ietus=. ways. 




' ' f. /E^stablish policies -for carrylH^ out the functions, "of the various 
^ \ommittees, - . 

/ \ . • " ' ^ ' - . 

'2 . Generai\College' Requlre.|Pents ' ' ^> , 

The^ purpa^^ of the general college requirements is to ensure that 
students gain a fex^oad updef standing or exposure to ..many fields^'of ^ . 
' knowledge. If a coU^rse, in the Towson curriculum is not -^suited" to 
;this goal, the academic department will indicate in tfee cours'e des^, 
cription that the course may not be used'-to sat is fy-^ a general college 
requirement. ^ ^\ * 

* The' general ct)HVge .requirements are independent of requirements 
Ifor a- major , which are speci f ied ''by , the academic de'partment concerned . , 

Most general ^:oUege requirement^'s courses will be three credit hours, , 

though the rar\ge may be from one to four. . 

■ . ^ ,1 ■ . 

j In order^^'to receive credit for completing the general 'college 

Requirements, students must complete c^ourses in ''liberal, arts areas 

^ as indicates on page 46 of this handbook. . ^- 

' .« ^ 

3. Policy Concerning Transfer of Credits ' ■ 

a. Credits Accepted^ ' " * ^ „ 

"^All credits will transfer to Towson State College from public 
colleges which are "functioning with the approval of^the Maryland 
State Depart;nent of Education provided the student has attained 
an overall "C" ("Z.O) average. If the student has completed 56 
N hours of credit, he/she will trans fer, wi-th Junior standing. 

Native studentfe at ToWson^ Statfe College will also be considered 
juniors when they complete 56 hours of credit. Credits from all 
regionally accredited colleges and universities will be treated, 
in ^the same manner as approved public colleges. 
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Towson State shall accept! a maximuii) of 64 credit hours frbm 
co^mmunity colleges. No ^courses taken at two-year colleges 
may. be used to f u 1 1 il 1 /towson 'sr min i mum requirement -of 32 
credits of upper-division is?i3Z>K por gis^aduation . 




Credits .From Te^riainal Programs 



CreSits from terminal (career) programs- shall be evaluated 
on. a course b'y course basivS, ordinarily by t-he defjartment 
whc|^se* disciplines, is closest* to the course. Credit raay^ be 
awarded either towards the dt;par tment Vs majpr program or credit 
may^be^awarded as'a free elective^," For courses not closely 
related to disciplihes or in cases of disputes, the ourricuLum 
^mmittee shall evaluate the course, , " " - 



(Graduation Requirements for Transfer Stude 

Transfer ; studi?nts shall have the option of satisfying Towson s 
graduation requirements which were in, effect at the time of the 
student's initial college enrollment. To qualify for this option, 
the fepudent must complete Towson's degree requirements widhin 
7 years from the date of initial college c-nrollment', -T-raaafer 
students may elect to meet the graduation requirement^ Iti effect 
at ^the time of enrollment at "Towson State, 

General College Re'quirements 

Tra^nsfer students completing 56 credit hours will be given credit 
for meeting Towson' s general college requirements providing: 

The sLucUmU Lransiers from- a sending insti t ution which requires 

a 'minimum of 39 credit hours or 15 courses, in the Arts and Sciences - 

and the student has ' comple ted this number of hour'fe or cour^'es. ^ 

Courses are taken in a minimum" of 10 disciplines from amon'g the 
following^ .X ^ ^ 

Art* : -Drama Eru.lish 

^Music ' T'hi losop]iy/Rel igion ' Sp.;ech 

Moderl) .Languap^cs Biological Science Mathematics 

PhysJL-rai Science PsychoFogy ^ ■ Economics 

Coograptiy , History ' , Political Science . 

Sociology - . - l^hysi-cal Education Health 

With rctcronce to. Tows^onVs general college groups in- the Bulletin: 
courses must be taken in two disciplines eaclY in groups I, TT, and TIT 
one course must be taken in group IV. 
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students who fail to' comply with \hese guidelines for transfer 
students shall be required 'to comply with the general college 
requirements for native students. • ^ 

^ Optional General College Requirements Plans 

a. Procedure: , Students, or faculty desiring to pursue a different 
general education path would do the following: i 

I. Develop a general education pl^n indicating the areas to 
be studied and the reasons for the plan; 

'2. If'.the plan Is develo^ped fey a student, the studetit must 
obtain sponsorship from a faculty member who approves of 
the plan and who^ is. willing to^ help di't^t-'t-he- 'student in ^ 
his/her ef farts; . ' ' . 

3. Thespian mu^t be pres(ented to the Curriculum Conunittee; 
the Curriculum Committee would -eva-Mjate and , if approval 
' ' 'is granted, the' Registrar ' s Office would be notified to 
'insute proper record keeping* - . 

b. Requirements: . " 

1. Optional general education plans , * ^ ^ 

(a) mky involve rid fewer hours of study than is required 

by existing general education requltements at any time. 

(b) must be presented or joined before the student has 
completed 20 credits (jf his general cdllege requirements 

(c) njust be opted for by students; faculty cannot impose 
such plans on students. 



2. THe Curriculum Committee will- insist' that optional general 
college plans achieve some balance between the humanities, 
fine arts, sciences, and social sciences. 

3. " Departments must no.t v/se optional plans to design special 

tracks for tl^eir majors. ' „ . 

A£2£ov£l_0F N ew Courses And C ourse Changes 

Regular courses must be sut?mitted to the Subcommittee on Course; 
Approval! o*, the Curriculum Committee for approval prior to being 
offered in the -schedule booklet. Students may not receive credit 
for courses- which have' not; been pjroperly approved. . Curriculum » 
Committee Form A should be completed in accord^ance with the 
directions printed on the reverse side of the form. For courses 
to be offered in the Mini-mest^-r , Form A-1 must also be completed. 
Current forms (revised Jan. 73) are available from the academic 
departments oV the chair'person- .of the Curriculum Committee. 
'Appendix! contains forms for submitting request to the Curriculum 
Committee-. . 



3. RequeS't For Itie Approval of Nw Courses • . .; 

Submit five copies of Form A (see Appendix T) . In addition, 
submit one copy of the written materials which ane reviewed 
by, the department* before granting departmental approval. As ^ 
a minimum, the Our r icUluii) Committee needs: 

(1) . A course out 1 ine or syllabus . 

(2) . An explanation of how the proposed number of credit hours 

were determined. 

/ (See the Policy Statement on Gjredit Hours, January 1973) 

('3). A statement of eviclencj^ to supbort the Department's and 
College's need for the course. 

(4) . A list of the f?icu] ty members who will be teahlfing this ' 

course . (Include college extensions so they can*" be con- 
* " tacted directly to answer any questions.) 

(5) . A statement with respect' to possible overlap of the course 

with existing courses. The following' are a guideline: 
' .(a). Does the course overlap any courses currently^ in the 

Department: If so, approximately how much overlap 
with each such course? 
(b) . Wh'at other Departments 'have been consulted to see if 
the course overlaps other Departmental offerings? 

(6) i. A list of ..all books and periodicals to be used by students 

J for referenct^e and supplemental reading which are at present 
unavailable in the library and must be ordered before the 
course may begin. 

The following should be considered by the department but need not 
be submitted to the Ciirricuhim Committee: 

(1) . The academic objectives of the course. 

(2) . 'Th^' types of assignments, both inside and outside class. 
(1). The responsibilities of the students. 

. (A). . T>ie means^' of evaluation and 'grading. 

b. .Requests For Changes To ^xisting Courses \ " ' ^ 

(1).- CompletoJZorm J3'. See Ap'pendix T. ' . 

, '^2^) . Provid^* justification for the>^ change: i 

V ' '(a). Civinge in titled catalogue '-description-, prerequisites, 

or course lev(?l should be justified so that the Committee 
can understand the reason for the change. 

(b) . I^^or justification of changes in credit^ or contact hi^tirs, 
rePer to Curriculum Committee Pol icy S ta tq!ment 1973^//l 
on credit hours. 

Approv al of New Undergrad'us\t e Pro g rams , 

In the early stages of fonnulation of ' new undergraduate programs, 
the academic department shbuld notify the Curriculum Committee of 
its intent. The letter'of int'entW-H forwarded to vtjie Dean oF ^ 
th^ Co/W-ege who, may, at his d isc re^ t i oiTf f ile ajjitter^rft^ intent 
with the Board of Trustees. The proposed prograirf'' will be evaluated 
when "pres-emted' in final>form to the Curriculum Committee. If approved, 
it will be presented to the /Academic -Counci 1 . If approved by the 
Council, it will he presented to the Board of Trustees by the Dean 
of the College. , . 
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7. General Stu^iles Area Courses^ * . 

'-'■'';:i;^e Office o'f the Dean of thS College has been desigfiated to 
'-^^ administer the General Studies Area.. Requests for general studies ' 
courses, are to be "Channeled through the Dean's Office and then on 
to the Curriculum Committee for course approval and for determination 
of general college requirement status. .The Dean's Office Will' work 
. with the faculty person designing the general studies course to in- 
sure quality controfl and to assist^ in exploring where it might fit 
into the general ct^llege ^requirement scheme. 

8. - general Studies Major In Education 

The Major' in General Studies in\Education may'be described in terms 
of the students' recognized needp ^'^d the requirements of the positions 
for which they hope to, „pr-e|>are. 




a. The student must satisfy Gendr\al College Requirements. 

The s^tydent must achieve a 2.b'^^ C.P.A. and must declare the major 
by submitting a plan of study n^ later th^n the first semester of 
the junior year .This plan of . study' must be approved by the 
student's Educational advisor and the appropriate Associate Dean, 

c. ^The student must complete, fnaddition, a program designed to 

develop an individualized pursuit *of questions centered. about 
Man and Meaning: a pursuit involving 40 or more additional 
hours in liberal Arts and Sciences courses from Art, Biology,' 
Chemistry, English, Geography, Health, History,' Modern Languages, 
Mathematics, Music Philosophy, Physics, Psychology, Sociology, 
or Theatre\ Tlfese hours must include work from a. minimum of 
four different departments and be approximately balanq^ed between 
the arts an^ ^sciences (physical or social). / ^ " 

d. The student's progr^am must also include a professional component 
of approved p ro f ess ioltial courses planned to prepare him/V^r for 
a speciality. This component must be designed with appropriate 
c'ompe'tenc ies in an area of expertise cliosen by 'the student. Thi,s 
part, of his program must consist of ciit least' 80% upper-division 
courses and center around a "core" specialty whf?;h leads to 
professional certification or expertise in^an Educat ion-^re la f!t»d 
occupat ion . . . . . « ^ . 

. Definition Of Credit Flours . ' 

A credit ho^ur n purely arbitrary unit ^of measurement. However, 
it is u^Jually defined, and the 'assignment of a certain number of 
credit hours to a course is justified, by same app^ropriate^ comhina- 
tioq^ of the following cri-t>eria: - - ' ' \ " 

a.'' Time spent in class^ (-within rather flexible limits^ ctedit hour.q-' ' 
are usually related to the number of clock hours spent, during 
'the semester, in\ class situations) • 
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b. 'Quality of time spe.nt in class- (the nature of the activity in 
c-lass often affects the relationship between credit hours and 

^ clock hours; for example, laboratory, studio, and practice 
% ^y^^^ activity f requent ly ^car ry fewer credits in ^relation 

tc^clock hours than do lecture and discussion activities; assess- 
ing the quality of time spent in class involves some attempt to 
measure the "amount of learning" in relation to clock time) 

c. Time spent outside class (the amount of time the student should 
spent preparing for the in-class experience; on this ground, 
courses which require a great deal of reading, writing, etc. 
outside of class carry higher credit in relation «to in~class. 
time than do courses which require very little preparation; 
consideration should also be given to the quality of the time 
which is spent outside of class) 

' d/ Type of material covered (the nature of the material covered, 

the proportion of "theoretical" to "skill-building*'' activities, 
and the relationship of the material of the course* to the overall 
subject-rmatter of the department and to the .overall college 
obJecti\ies will incfuence assignment of credit hqurs; thus, for 
-instance, remedial courses, regardless of intensity^ carry no v . ^ 
credit because the material covered is pre-coll-egiate. rather than ' 
collegiate in nature; on fhe other hand, assignment of: credits 
for lal^oratory experiences may vary according to the- type of 
• ^ lab experience) , • ^ ^ 

e. Amount of material covered (especially in "survey" type courses, 
credit hours assigned are intimately related to the breadth and 
quantity of material assigned and discussed; this is, of course, 
also a factor which influences the time factors 1 is ted' above) , ^ 

.'T. Depth of tre/t^ent of materi-al (especially in advaficed cours^g, • 
much less marterial may be assigned and discussed, but both ^ ^ 
.students an^ instructor will be expected to handle the material 
in more detail and with finer perc eption and more sophisticated 
analytic, techniques; in such courses, the quality of^^both class 
time and preparation time^^ill be different than in "survey" 
'courses, since less time will be devoted simply tcr reading the 
assigned material *and more to corollary reading, intense. 
S analysis, etc.) t 

1 0 . Npg-Used Cour ses 

* Any course which has not been offered in the schedule during a 
" consecutive two-year period beginning as of September 1, 1972 will 
automatically be withdrawn from the curriculum by the . Registrar , 
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Any course which has^ not been conducted but was /scheduled and 
then cancelled bec.auBe of a lack of stWent de/mand during a 
consecutive four-year* per i c5li beginning as "cffySeptemb^^. 1, 1972 
will automatically be withdrawn from the crrrriculum by t^re 
Registrar. 

Exempt from this policy are the following types of course$: 



a . 
vb. 

c . 

d. 
e . 
f . 



research courses > 
reading courses 
independent study courses 
special topics courses 

travel-study courses ' * 

courses which have beerf specifically exempted by 
an academic department submitting them to the 
curriculum committee as . epccep t ions to this policy. 
SugH ej^ceptions must be renewed every " twq^ year s 
to be act ive . ^ 

11 . Termination of Experimental Courses 

Effective January 1973, the experimental course designation is 

abolished. Those courses which> are presently experimental will 

be allowed to continue for the duration of their original two 

year period. , - , 

12. Standardizing Titles For Courses 

After polling individual departments and reviewing the replies, 
the Curriculum Committee has compiled descriptions of different- 
course formats. It is recommended that departments use this list 
of formats as a guideline in applying the term.s"lecture" , ^'laboratory'' , 
etc. in submissior of new courses for a])proval by the Curriculum 
Committee. 

LECTURE: A group meeting of students presided over by an instructor 

, who directs the activity of the meeting. The activities may 

include traditional lecture presentation of subject matter 
by the instructor, questions and answers, group discussion, 
. - vritten or oval quizzes, examinations or presentation 
by students. i . 

LABORATORY: An investigation of a spepific problem(s) under close 
supervision of a faculty member. All members of the 
class are generally working on the same types of problems. 
It would be ibplied that special supplies and equipment 
would be required anf usually a unique physical location, 
with" provisions fotr the activity, would be" needed. 

WORKSHOP:' An intensive study for shopi^el: periods of tiem by persons 
(usually past baccalaureate) who already hav^e some know- 
ledge of the subject. The students cooperate in refining 
their sk/flls and in practical application of theory. 
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^RACTICUM: An apprenticeship, or individual practice in applying 
theory in a real or simulated work envirofiment . ^ 

JEMINAR: A small class primarily fpr upper division and/or 

graduate students, which requires them to contribute 
to the proceedings. The instructor plays a minor 
role, primarily as a guide, resource, person and ^ 
synthesizer. 

STUDIO: A group meeting primarily concerned with the actual 
production of works. ; 



STUDY 



DIRECTED 
^READINGS: 



A program of study arranged . be Itween a faculty member 
and a student, whose exact nature will vary according 
to the individual involved. It Is presumed that there 
are no group meetings. * 

Similar to "Independent Study", but with emphas^is on a 
more formal reading list ^oposed by the t'SC'Ulty member 
and agreed to by the student who will work independently 
with only occasional (or perhaps regular) meetings with 
the faculty member. 



13. Departmental Minors • . 

Some departments offer a minor in order to provide a secondary 
specialization in their field and to give students more flexibility. 

Jhe minor is defined by the Curriculum Committee as a concentration 
of courses requiring not fewer than**eighteen and not more than 24 hours. 
Of the total number of hours required for the minor, a minimum" of 12 
^ hours should be on the 300-400 level. No more than sixM)urs may be 
required in courses outside the department offering tJ:i^minor. Pre- 
requisites for the Ti^ifior shoulcj be clearly designated. 

Departments requesting the in'stitution of a minor should submit 
the following information to the Curriculum Committee: 

a. Details of the minor requirements (number of hours, specific 
courses or blocks of cour'ses , etc.) 



d/ 



Justification 

Assessment of ability of the Departnjent to haqdlr: the minor in terms 
both faculty load and of existing courses. If introduction of 
tjie minor would require cteation'^of new courses or hiring of ad- 
ditional faculty, 'details should be explained. 

If completio^n'of the minor requires courses taught in departments 
other than the department administering the minor, an explanation 
of coordination between departments should also be included. 
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14. Special Topicg Courses ^ 

a. The purpose of a special topics courl^e is to allow a department 
to grant academic cre4it: for the (^lassroom study of selected 
important issues in the discipline without establishing a 
permanent course in the topic. / ^ 

b. Each time the course is offered, it, will/be titled Special 



c . 



Topics in 



( or^fiothsr /appropriate title) 



\ 



followed by a subtitle identifying the- top(ic to be covered. 

Special topics courses may not accepted f ot^^genet^^l college 
requirements. Any department can set a limit on the irttj^iber of 
special topics hours a student can offer toward the major. 

Depar.tments may establish procedural safeguards and standards ^ 
for enrollment in Special Topics courses (e.g., prerequisites, 
required cumulative average in the disfpipline, etc.) 

Responsibility for scrutinizing the professional and academic 
nature of special topics offerings (tha't is, particular topics^^ 
being offered) shall •rest with the individual departments. 

If a department wishes to offer the same topic for the third t;ime iri 
four years, it must submit the topic to the Curriculum Committee as a 
IvIEW COURSE PROPOSAL: Special Topics slot:^ should not be monopolized 
by the repetition of parti-cular topics. 

Departmental requests to institute Special Topics courses niust be 
accompanied by the following 'information ( in addition to the 
usual form, but in lieu of a spceific syllabus): 

(1) . ^ A' statement about the kinds of topics ^which might fall 

under the Special Topics heading (including a few examples) . . 

(2) .^ A statemient as to the relation of such topics to courses 
already included in the department's c^urriculum; 

A statement as to the procedural saf eguards'^and standards 
for Venrollment (see item //A abov-e) . , 

atement as to the proposed method of scrutinizing 
'dividual topics to be offered (e.g., procedures of 
e departmental curriculum committee, etc.) 



Change In A Major Program 



i. Proposals fop changes in a major program , should bJe submitted 
to the Curriculum Committee, not. to the subcommittee on Course 
Approval. Changes in a course which also result in changes in 
a major program (e.g., increasing the pre-requisites of ^ 

CD c-Gurse which is required in the major) sl^ould be submitted 
through the Subcommittee on Course Appr^al with a notation 
;that the^ change will alter the major and should be c0nsidered 
by the Curriculum Co'mmittee (see also below) i ^ 
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Changes which, must be approved by the Curriculum Committee 
include all clianges which materially alter the major program. 
These changes include, but are not confined to the following: 

'5 

(1), Change in the^- number of credit hours required, either in 
the department offering the major or in required courses *-' 
outside the depaf-tment . 




(2). change in the Level (upper divisiVci^PT^ lower-division) at 
which ceVtaia numbers of credit hours are required. 

y. " 

(3y. changes in the nature of specifically required courses 
(e.g., requiring a course in statistical Analysis when 
previously the requirement was/ a course in philosophical 
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background of the discipline)! 
. * 

(4) . changes in the namber of specif ically required courses 

(even if the total number of credits required rjemains 
the same) . 

(5) . change in the prerequisites of specifically repuired 

courses • 

(6) . division of the major into tracks (concentrations, special- 

izations , etc . ) 

(7) . changing the numbed of tracks 2 concentrations , s>ecifi^liza t ions , 

etc.) . - ^ 

All requests for changes in the major should include the following;" 

(1) . explanation of the change(s) to be made (comparision of 

the old and new requirement . ^ 

(2) . justification fbr the change, o 

(3) . if the change involves a^ course not taught in the department: 

administering tHe major, a statement^of cooperation from the 
department offering the course. * 

(A), current catalogue des^iptlon and proposed catalogue desc/rip t ion . 

NOTE: Tlie fqllowing changes DO NOT require Curriculum Committee approva] 

(J 

y 

(1) . change in preference among courses offering General Education 

credit (e.g., Healrth Dept. changing preference for its major -to 
'have Math till or Math 115) 

/ 

(2) . change wit?hin major department which slibstitutes equivalent- 

courses without change of credit hours or nature of course. 
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16,. The Minl-M^ste^ . ' 

The Mini-mester ini tiatecl .as an experiment to allow faculty 

,and studen1:s'"'!:o participate on a voluntary, basis in unique„and 
educationally valuable experiences. Normally. these experiences *re 
not availably during ^the-^ normal semesters. Survey 'courses which 
coyer the totality of a discipline are not apprroprMte to'the , 
concentrated nature of the mini-raes^er and will not usually Be 
' approved. Narrower topical cQurse^, travel-study courses, and 
prac t icums^^^pe deemed more appro]jrriate . 



The Mini-mester load for faculty and students ranges from zero 
(for those who decline to participate) *to 3 credits. Stjjdents may 
register .for a /single course only. This restriction is intended 
to preserve tl;ve Mini-raester * s unique f,eature of allowing concentratipff 
on a single ^educational theme without competition from other courses. 

No c;ourse may isie offered in the Mini-mester that has not been 
approved as beink appropriate to the Mini-mQster% Curriculum Committe 
form A-1 requestsythis approval and is submitted directly to othe 
Subconnnit tee on Goi^r^se Evaluation. / . ' , 

NEW PROGRAM PROCEDURE 

The Maryland Council" for Hime'r Education and the Board of Truste'es of 
the State Colleges of MarylandThave entered into a joint agreement with 
respect to the review and.,^i5proval of new degree programs. The following 
is a summary of the pro^dure to be followed whenever a State college 
begins cons ider in^'-tt5e es tablishment of a new program. 

The President or the Academic Dean of any St^te college is to notify 
the 'Board of Trustees whenever, the development of a new degree ^program 
is of ficially* being considered.. The appropriate ^oard staff member will" 
submit a "notice of intent" to the appropriate staff meral^er of MCyE. 
The liotice of intent in no way,/eflects either approval or disapproval 
of the proposed program. It merely informs all parties concerned and 
allows to input from MCHE through the State College Bo^d to those 
colleges which ;i re • consi^e'r ing the development of new programs. 

I 

Formal action on any proposed new program shall be in accordance 
with the PrograiTi Review Procedure document established by MCHE and 
approved by the 'Board of Trustees. Proposals submitted by the State 
Colleges between the months of June" and December shall be submitted 
to the MCHE Program Review Committee by the following. February for 
review at its March meeting. THe .game procedure shall be followed 
for proposals submitted between Dfec'ember and June, except that the 
Boar.d's Program and AdvancTdN^P lanning Committee shall submit proposals 
to the MCHE Program Review Committee* no^'later tRan the following August 
for review as" Its September iheeting. 

MCHE shall review., the^ rec^omm^ndat ions of its pi"Ogram* Review Committer 
at" its April or May meeting for program proposals si^bmitted between June 
and December; and at its October or Nove'mber meeting for proposals sub- 
mitted between December and June. : 
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The Program Review Committee of{^HE sha^l not act on a proposal 
for a new program until it ha^ been-' f avorably^reyiewed by the Program > 
and Advance Planning Cpmmittee'of the Roar'd. Appauently, MCHE could 
not approve a n'few pifogram that did not first gain Board approval, 
although the Board w6uld notify MCHE that a proposed program had either 
been rejected ojr returned for further study. Whe/.e there is differing 
opinions as to the merits of;a proposed program, an attempf at recon- 
cilation shall be made'bv the respective committer's or their designees. 
•If after sixty (60) days no ^eco^neiliation has occurred, MCHE will act 
on the proposal and irlr^i^n^the Board accordingly, where upon the Board 
shall take ai>y action deems appropriate. - ^ 

Section 30 (a)/- (3) o*f Article 77;V o-f the Annotated Codes of Maryland 
requires MCHE' s /ecommendation before initiating any new degree programs. 
However, the Board, of Trustees may act on a proposed new program^in an. 
informal mani>^r so long as the minutes of the , session reflect, thi-s pro- 
cedure and ,efie Board's right to reverse its^^lf after reviewing MCHE's 
recommendations is retained. 

N^i; program request must . be • accompanied by„a statement of the 
potential impact on the desegregation efforts in higher education in 
the State of Maryland the program will make. , 
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/ p'art v. college services 
/a. medical and health services 

„ • / ■ . ■ • • 

The kviivii Dowell Health Center offers emergency sqrvic;.e daily 
twenty-four nours per day, while classes are ip session. - 'Any change 
in hours,' during ' college holidays, will be announced. " Faculty members 
are urged to consult with the college physician or nurse on duty, in 
case of an emergency, or if there is uncertainty. as to need for treat- 
ment. The college physicains are not expected to ferve as a personal 
physician. Physician office hours are 8:00 a.m. to 5:00 p.m. daily. 

Phys leal Examina t ions ^ " ' , " • ' , 

Each new faculty member should have his/her personal physician 
send an up-to-date statement concerning his/her state of healt.h to 
the college physician within six weeks of the ^tart of the school 
term. Also, the new faculty member should submit a chest X-ray report 
or a negative TB test report dated within the past six months, or . 
obtain the chest X-ray,, required by Maryland State Law^ within the 
first month of the start of the school year. 

Emergency Physician Service (Genaral) 

If you cannot locate your personal , physic ian ,* it is suggested that 
you go to the nearest hospital emergency room, and after diagnosis, have 
the hospital contact your personal physician for further advice.^ 

Emergency Physician Service for College-related Medical Problems 

The ..pro-cedure 3et up by the College to summon a doctor in an emer- " 
gency is as follows: ! v 

1. Contact the nurse in Health Center (823-7500) , r.extensions 
Ikl, or 828-9290: 

'2^ If you cannot get in touch with the nurse, call the College 

Physician: Patrick C, Phelan, Jr.,.;M.D- or Charles F. O'Dpnnell., M.D 
2 Burnbrae.Road \ 7501 York Road 

^ Tovson, Maryland 21204 . Towson, Maryland 21204 

823-4100 I 823-3161 
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B. CENTKU FOR THE DEVELOPMENT OF HUMAN RESOURCES 

« . 

The role of Lhc CtMiCer for the Development of Human Resources is to maximize 
the opnortuuify lur Towsou students to make the fullest uefe of their education^ 
experience. In ful filling tlvis role, the Center offers students an atmosphere 
of freedom, tru?^r,-and confidentiality in which to explore alternatives to 
peijtjonal, social, or vocational problems. Of equal concetn to the Center is 
Its development of programs designed to create an environment which minimizes 
roadblocks to student growth. ' The Center recognizes that the college community 
Is highly diverse, and that it must be responsive to the needs of minority 
students to make the educational experience mo^ meaningful to all^ 

Individual counseling is offered by appointments' and sessions generally last 
50 minutes. In addition, every \^f fort is made to meet problems of an emergency 
nafuie \;ithout a previous appointment. 

\ 

Staff members at "the Center are able to provide training for the acquisition 
of effective livi^K and helping skills. Training programs are of f ered to 
enabJe ucmbers of the college community to further develop their abilities 
to be h.elpfui to others. Upon the successful' completion of training, many 
students are eligible to' work as helpers in various programs established on 
campus . 

^ / / , 1 - 

Experiences in groups are held throughout the year for those who wish to 
refine their skills in human relations. Areas of emphaisis include Awareness, 
Life I'l::nning, Career Development, Creativity, Self Understanding and College 
Concerns. » 

Staff members at the Center are available for consultation with faculty, 
students, and administrative groups. Assistance is proAfided in the develop- 
ment, implcmentaticn, and assessment of programs related to enhancing, the 
learning e'nvironi :eut and humanizing the educational process.. Every effort 
Is-made'to es/tlri>lish programs which impact the college community in ways which 
maximize the V^nce for personal and institutional growth and minimize the 
occurrence of "fa|:lure. . *^ . ^ 

The Center for- the Development of Human Resources has established a satellite 
center in the. Study Skills Support Services Center located in the College' 
Center. In establishing a satellite center, ^the Center for the Development 
of lhim:;h Resources extends all services available in the Center itseflf with a 
special focus on academic advising programs; i.e., course selection in planning 
semester scl^edulcs for non-majorsw aid in improving contact betx^/een pheir 
assigned advisors and i^tudents who have chosen majors, and interpretation ai^d 
clar iVication of all academic regulations that apply to a student's academic 
sit'unrion. . 

All ^students are encouraged to use the services and a special Invitation is ' 
extended to minority s tudents whose , needr» may not have been m^t traditionally 
in a counseling s(^tting. 

The Center fov ^tl;c Development of Wmmau Resources is located ^^^i?«^len Esk. 
Appoinlments may be made in ])crson or by calling. 823-7500, ext^.nsions 287, 
288 or 2B9. 
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C. -. PSYCHIATRIC SERVICES 



The Health Service includes the Psychiatric Services, where psychiatric 
consultations are available. Psychiatrists from tfte Sheppard and Enoch 
Pratt Hospital are available for individual appointments at the -Health 
Center on a daily basis throughout the year. All such consultations 
are' completely confidential, are free of^charge, and may be arranged at 
the Health Center by phone or in person. Although most contacts are 
s§jlf~ref erred , referral of ind i vi dua Is by others is also acc ep tab le . 
Initial consul tat ion. and evaluation and bjief therapy^ are provided, and 
ref.erral for other services is made an 'indicated. .Th& Psychiatric Services 
mav be reached at the Health Center, extension 243. 



D. STUDY SKILLS SUPPORT SERVICES CENTER 



1 . Philosophy 




The Study Skills Support Services Center primarily assists minority 
students who have the potential to do college work but who are in need 
of cicademic support services to facilitate their academic growth and 
development at Towson State College, In line with the previously stated 
philosophical aim, the Study. Skills Support Services Center directs its 
summer program toward academic diagnostics and individual study program 
planning for incdTning' minor i ty students. During the regular academic 
year, th\2 Center offers academic assistance to all potentially successful 
college is^tudents. 

Ooa I s , Objectives 

a. To select 60 incoming students (p^ year) for the program; to de- 
fine and to rectify areas of academic weakness for these students. 

b. To (during the regular academic year) design and make functional 
individual and group oriented programs for the remediation of' 
problematic areas for all students, althdugh emphasis is placed 

o upon the developm(?nt of adequate skills in English and Reading. 
Students are offered tutorials in all academ'ic areas. 

c. To provide acadeiliic counseling .in the selection -qf course work. 

E. SPHECH AND HEARING ^CLINIC 

The Speech and Hearing Clinic provides a clinical service program 
during both semesters of the academic year plus during the First Summer 
Session. The objectives of this program are:- 

1. To provide clinical services to the Academic community and the 
greater Baltimore Area. ' ■ 

2. To provide clinical practice to graduate and undergraduate 
majors in Speech Pathology and Audiology. 

The service program consists of : ■ 

1 , Speech/Language 

. ■ ' " I"" 

a. Evaluations 

b. I^herapy ' 

c. ^ Referral to proper agen^cies 

. n ' ' ' ■ ''i'-' 

' 2.^. Hearing r ' • 
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b . ■ Therapy , \ ^ ' ' ' t'' ^ 

c. Referral to proper' agenc ies and' medical sources when indicated. 

3. Speech and hearing screening for education majors conducted . Fall 
and Spring semesters. 

/« ■ ' ^ 

This- service is available without charge .to all Towson State College 

students and faculty and^ their immediate fa^T^llies^ Persons from other State 

Colleges can also take advantage of this service at no cost. Persons not 

• related to the college community are charged a nominal fe(?._ \ 

F. TOWSON RFj^DING CENTER t ■ \ 

General Objective s 7 ' 

The fundamental purpose of the Towson Readiigg Center is two-fold; 

1. to prepare teachers* and reading clinicians to work with students/ 
who have reading problems. , / 

/ 

2. to provide diagnostic and remediation services for students^f 
all ages - elementary through college age 

' Referral Procedures - Off Campus 

Referral to the reading center can be made by the parent "school" / 
or any other related agency. , Those Interested . should contact Dr. J)gseph 
P. {^utkoska, Director of Reading, Towson State College. ' ^ 

' . N " ' 

Referral Procedures - Off Campus ^ ■ / 

. ■ ' \ 

Referrals to tjie^eading center can be made by professors, couns/elors, \^ 
• or any other interested parties. College students too, 'may come to/the \ 
reading center to enroll in- program. y 

Programs - Grade 1-12 ^ 

A student might be referred for 

1. a complete diagnostic reading evaluation or 

2. for a complete diagnostic reading evaluation plus ^ program of 
^ remediation 

Program - College 

After a college student is referred, he/she is. administered a complete^ 
diagnostic battery of tests. The results of the evajoiation are discussed 
i with the student, then a program of studies is rec^rtLended . The program is 
' individualized - the'goal is to help the student ^ help himself /herself . 
Prcrgrams arc furni^shed in all reading areas: 

1" Basic Skill Development 

2. . Vocabulary Development 

3. Comprehension Skills 
A. Speed and Fluency 
5\, Study Skills 

Location ' * 

The Reading Center and the of^cfe of the Director of Reading are located 
in the Lida Lee Tall Learning Resource Center. 

G. ODLLEGE MEDIA SERVICES 

College Media Services J^s a non-departmental academic service division which 
functions as an adjunct Mo college library . Tht^ough tfe^^i service - d iv i Slon , 
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an aBsortment of " instruct tonal programs, equipment", and services are made 
available to the faculty, students and staff for the support and enrich- 
ment of instruction. All CMS services are provided to the academic depart- 
ments for instructional purposes free of charge on*a*first-come first- 
served basis. 

, Normal operating hours for the CMS division are from 8:30 a.m. to 
5:30 p.m. Monday through Friday, with the ^excep t ion of the equipment 
circulation service. The hours for thi^ subdivision are 8:00 a.m. to " 
'10;30 p.m. Monday through Thursday, and 8:00 a.m. to 5:00 p.m. Fridays. 

The following is ^ capsul 1 zed desc rip t ion of the services provided 
by each subdivision in College Media Services: 

1. !^ (jUIPMENT CIRCULATION, 

Classroom instructional equipment maV be retrieved by faculty, student 
and staff possessing a validspixe and/or college iden t if ica t ion . card . 
Delivery service is aiiai-ia^Te bu t is limited to extremely bulky items such 
as 16mm proj ect;^or's and requires a minimum of twenty-four (24). hours notice. 
The borrower may specify the length of the loan period pending practicality 
as dictated by supply and demand. Extended loans for an entire semester 
are Available f or' excep t iona 1 circumstances. 



ba^s^i s 





Below 1"^ a listing of the equipment aval^ble on a daily circulation 

. - ■ .. ■ " \ • " , ■ ' ■ 

Camera-Tnst amat ic 

Carama ter-rear screen Slide Proj.ector 
Carousel SHde Projector 
Carrivoice Portable PA . „ 

Cart-Proj ec t ion 

Cassei^te Recorder ' - 

Cassette Programmer 
Combination Fs/Sl Projector 
Dissolve Unit \ 
Extension Cord . 
Filmstrip Projector 
, Lofep (8mm) Projector r 
Laop (Super 8mm) P.rojector 
Mlxer-Aud^io 
Moni tor 

Monaura'l Tape Recorder 
Motion Picture Projector (Reg 8mm) 
Motion Picture Proj'ector (Super 8mm). 
Motion 'Picture Projector (16mm) 
Opaque Projector 
'Overhead' Projector 
Phonograph 
Polaroid Camera 
Screens 

Tripods-Photographic . 

Recorder (R "to R) 
Recorder . (Cas'^e t te) 
V i rl i f'on Cameras 
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As state^i on the circulation form, individuals are responsible 
for the s'afety and well being of all borrowejd equipment and materials, 

* Indicates delivery service available for these'lb^s with twenty- 
four (24) hours advance notice, 

t — ^ 

All equipment is supplied with accessories and must he /^a^rned 
with same. Television equipment, because of its exorbi tant *^*xpense , 
requires special instruction and clearance prior to loan; borrowers 
should inquire at the main circulation desk. 

"'a « 

2 . P^ilm Services. * - . ■» 

Th^ film Serviced subdivision loand films _to and rents films for 
individual departments through funds made available to College Media 
Services'. This service is operated as a convenience to the College 
coimunity, by allowing an individual to retrieve films frojn several 
sources through a Central location. Films may be picted>^up at the 
:.maih cltculatibn desk or will be delivered with equipment , provided 
adequat A no t ice is given. 

. ff available, campus housed films may be borrowed during normal • 
working -houjs without advance rtotice being given.. However, off-campus 
films may require a minimum of four (4) weeks advance notice and, in 
some cases, several Months notice is recommended for retrieval, 
■Rental procedure's can be expedited if atj instructor provides up-to- 
date, accyrate information regarding rental co$t (s) , and shipping 
charg^es to the attendant. ^ 

The developing the processing of exposed film stock is ^als'O 
handled through this -Subdivision, ' ite^ms such as slides and instamatic 
cartridge film arfe accepted at the main circulation desk and should 
be clearly labeled with the appropriate name aftd department. Allow 
at least three to four working days for the return of processed film. 

3 . Gr aphics Production 

It is possible for an instructor to have made at his or her request, 
custom drawn illustrations, tables, graphs, ^nd^ charts for-^the d^irect 
'support and supplementation of app^.oved collc'^e curriculum. Thefee 
visuals may take the form of slfdes, overhead \t ransparencies, or full 
isize visual displays.. "Paste-ups" and camera ready materials for brochures 
cind periodicals are likewise pre^^ared for classes and departmental 
publications and may be secured by making an appointment for consultation 
with the graphix artist. 

-The -graphics studio also contains a variety of laminating, dry- 
'?:.ounting and- lettering equipment, which may be stu^ient aide or instructor > 
operated after, appropriate a"raining and/or clearance. 
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4 . . Electronic Repairs 

All academic departments may have^ audio^ or visual instructiopaL 

support equipment repaired jthrough CMS On ^ first-come, f irst-^seirved 

basis. The repairs are performed without charge to the departments . 

and 4re contingent upon parts supply, availability^ of technical 
information, and dabor supply. Equipmerit of' non standard natijre will 

require exceptional amounts of time for repairs and in some instances 

will be unrepairable. 

5 . Audio Production Services 

♦ Audib tapes may be c^riginated , assembled, and/or duplicated 
through College Media Services. Custom recording, mixing, and 
equalizing are provided >i^^on request conditional to several weeks 
notification being given.^^or. such sessions, CMS will provide tape 
stock on a limited basis if the copies are for departmental or library 
use. «, 

6 . Television Services 

Television programs fmay be originated and taped in the television 
studio ^t CMS or via renfote portable studio. The studio, programs 
may be produced in color and on video cassette (3.4 inch) 6r on open 
reel (1 inch) stock. Remo,te prbductions can be produced only in 
monochrome (black and white) but on any format (L-e. t^pe feize) . 

When considering the production of a video tap^d program, one should 
be cagnizant of the extreme amount of time and planning required to 
carry out a first class professional production. Pro'Suction costs 
for departmental programs will be defrayed by CMS, but outside organi- 
zations, non curricula a'gencies, and privnt^t 1/ndividual requests (i.e. 
dissertations) are expected to pay all studio and production costs. 
All video productions must receive written approval from the_director 
of College Media Services prior to implementation and should be sub- 
mitted several months in advance-of need. 

Consultant services are also available by appointment for training 
in utilization,' procurement, and system design. These^services may b^ 
arranged for individuals or small groups. \ 

7 • P hotographic Services . -^'^ . 

An instructor may, by request, haye , driginal photographs, duplicate 
photographs, duplicate slides, and copV wprk produced for "^instructional 
purposes for courses taught through TSC. Custom or specialized (i.e,. 
color or archival processing) work may also be requested of this sub- 
division. ' ' 
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^^'pecial events of ourricular impor-tance and relevance may be 
documented ^and photographically recorded by the CMS Photographic 
subdivision when adel^uate (e.g. two to^three wee1<:s) advance notice 
is given. This service and the required 'matexials are provided 
without charge to the respective department. However, the cost of 
processing the film will be deleted from Jthe ^CMS object' . 08 ^ allocat ion 
of the department. ReqOest for photographs' to be used fo;r publication 
and news releases, however, should be directed' to the office of News 
and Publicat ioi:i . ^ ^ , * . 

As with all other "CMS services, one should aMow Adequate lead . - 
time for completion of projects. One to two weeks should be adequate 
allowance for simple photographic jobs. Mgre complex jobs wf^W^reguire 
.iddit ional ' time and arrangements- should be made vith the staff pfb^o- 
prapher by appointment. ^ ^ . \ 

8 . Cine Productions 

College Media. Services has the capacity to produce sixteen milli-" 
meter' ('Ifxmm) • mot ion sound color films. Such productions are except- 
idnally time consuming, expensive, and require detailed advance planrTing, 
Kctr -^coniplete -information, contact the'-s^t^ervlsor' of cinematography. A 
script outline is m^sndatory "bef-ore "'service consultation Can begin and 
a complete audio, script is preferred.. 

9. Information Retrieval , ^ - 

A system for retrieving auditory and visual -inf ormajtion (once mis- 
nomcred as -Dial Access) "is available for faculty anid 'student use. The. 
user terminals ' are located on the second floor of the Cook Library. A 
user may acquire a program, hy dialing direc^^ or by dialing _,a req-uest - 
line. Directories are available at the service desk of the micro-media 
area. Program Central (the supply poinP) is' located on the second 
'floor of the media center and instructors may have "instructional 
packages" programmed into the system". For information relative to. . 
acceptable tape and electronic fortnats, please contact the assistant 
diriBCtor of CMS* or the" inf ormatipn retrieval attendant. 

Basically', there .We four'modos of retrieval available to the ' user . 
These include monoural\i stening, stereo listening, record-r:^spond , 
and video playback. Prc\Wan1s may be ^designed ' to fit almt)st all curri- 
cular needs and planningUronsurtation is available by appointment. 

College Media Serviced stands ^ready *to serve the Towson State ^ . 
College communityVs specific • curriculum ^req^uirements , thus enabling' 
the professor to bring relW^^nce and meanihgf ullness to modern higher 
educational needs. Below is 4is,ted the subdivisions' and the associated 
supervisors to whom inquiries and requests may be forwarded. We lo.i^ 
forv.'ard to serving you in the near or irrtmedi'ate future:^ \ 
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Richard M. Blocher, Director • 26A 

Secretary ' 264 

Audio Production , 666 

Cinematography 671 . 

Dial Acdess ^ 666 ' * „ 

Electronic Repairs ' 26r 

Equipment Circulation-^Central " 261 

Fine Arts Satellite > 876' •'v 

Film Services ^ . 263 

Graphics ' , , 261 - 

Still Photography 261 

Television Production 673 

H. PUBLIC PROGRAMS ' 

Cultural programs on a col-l<^ge campus are a vital segment of a 
student's college education both as an extension of formal studies 
and as an exploration of other fields. 

* / ■ 

The Public Programs Commj.tt,ee at- Towson State College, as ar 
part of the curricular program, strives to build a ^program which will 
compliment and enrich the academic education of t^e studenr body as 
well as entertain the college community. Persons from the connnunity 
at ];arge,ai7d students and educators from other colleges^are also 
encouraged to attend. The commit-tee, composed of students, faculty, 
and administrators, thus attempts to plan programs which will meet 
the varied cultural and scholastic ne^ds of such audiences. 

Programs include lectures, concerts, Workshops, and ^ film series. 
Many ideas are products of brain storming sessions withdn.the committee; 
others come from departmental requests , /requests which are solip'ited 
by the Committee during the planning stage of programming. Whil^ some ^ 
events are selected for 'theylr wide campus appeal, others are chosen for 
their focus on a particular academic discipline. 

M- There are^ two types of ^programs; a series which is chosen by the 
Pilbli^c Programs Committee and a variety of programs offered^by individual., 
departments. The Music Department presents group and individual concerts 
by\students, faculty and guest performers. The Arc Department presents 
a sVries of^art exhibits, each one of which is i^ually held for t4iree 
weelfs. The gallery shows works of local artistsNand of our Faculty 
weli as works by artists of national importance. There are continuous 
exhibits of student wonk — sculpture, crafts, and graphic work.* Outdoor 
exhiftits are also held.^ The Art Department also cooperates with other 
departments in giving -lectures on architecture and art history* The 
Theatre Arts- Department -Of fers both major productions and s-dident projec^ts 
in studio productions, . / 
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COMPUTER SERVICES 

Computer, Services at Towson State College are provided by two 
computer ..tuniters :/ the Maryland State Cplleges Information Cen t er • (MSCIjC) ; 
and the Towson Data Center. MSCIC provides computer services for the « .. 
educational, rej/earch, and administrative ac t i vi t ie\^ of the seven State 
Colleges of Maryland and the University of B-altimore and the Data Center' 
provides anc illary ^support fpnctions such as data preparation, report print- 
ing, RAM support, and operat ion ^of the optical mark scoring reader. Time- 
sharing facilities a re 'ava i lab 1 e af several locations on campus, in addit^ 
ion^ to a remote job entry terminal in Stephens Hall., 

MSCLC operates' a UNIVAC 1106 with over 1 1/2 million characters of* 
main memory and. disk and tape capability. Consult the Busing^ss and Finance 
Manual for more de ta i 1 s .on the hardware and services available. 

** ' < 

Important Note: By Kxecutive Order of the Covernor, no contract' 

with any supplier of data processing services or, equipment will 

be considered binding to the State without countersignature ox 

the State A.'D.P. Adminis trator . ^. Be certain to consult the Busi- ^ 

ness and Finance Manual before contracting for any data processing 

■ " related service. • ^ ♦ . 

J. duim.icaXnc ^m p^fioTocoPYiNC services 

1. The college maiafi^ns a Central Duplicating Service which provides 
offset print ip^ cqI lating,, s tap 1 ing ,^ fold ing , etc. Requests .are 
' TcT be ma de>for oy irial c^oHege business enly via form //DD-1, signed 
l7y~ t he tkfp artment Cha ij^piM-jjjn) To facilitate scheduling of work, 
a der>fii te requ i red date and time should be provided. 

syf r i t duplicators art* avail^tble to all departments for their use. 
Ip'propr ia te or ig ina 1 1 y ty ped ' ma t e r i al should be '^reproduced via this , 

Photoco pying machines are available in major user.^areas for official 
college business. All copying li.mits must be observed . 

Mater ial that is copyrighted will not be reproduced in the_^»c<)llege 

oVpTicating Center unles.s a written release has been obtained from 

'the author by the requestor. Personnel who reproduce such material 

by themselves wi thout ' wri Lten permission do so at >v their own risk 

and the coU.e'ge assumes;^ no liability. 1 
^ / 

Personal,;.^*'^;ork will be produced in the Duplicating Center and be 
charged '' for in acco-rdance with the published -p^ice list.. A DD-1 
form ^iriust accompany the reqdest. Price lists are available in 
^^aclv'dfe^P^irtment office or the Duplicating Center, 
1^^^^ ' ^ ^ ^ (, 

iRej^ro^^^t^ion requests oi considerable lenght for- classrooJn use are 
td be jPolr^i^^ rough the Book Store. Depending, on the type of document, 
b^andouts of f u^^Ren pages pif more fal] into this category. Cours-e 
/)ul lines or syriibl r:m handed out to the students at no addi- 
/tional cost/ to the stti,dent but anything serving as a text or 
i|ef erence "t^'hat *is more than fifteen pages should not be cl^rged tc 
t^he departmental budget. 
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7. The cost of each duplicat;ing request will be priced according to 
the cost or price schedu]^e which can be found in the Duplicating/ 
Photocopying sectiorV of ^he Business and Finance Manual. 

8. For moire detailed inforiA^t ion , consult the Duplicating/Photocopying 
section of the college /fejisiness and Finance Manual. 

K. OrFICK 0^^ ACADFMLC SYSTEMS RFSFj\RC:H * 

I- 

The Office of Academic Systems Research has three primary functions. 
Those functions are institi^tional research, testing, and /acuity researct^. 

Institutional Research 

The Office of Academic Systems Resear( as the responsibility for 
developing institutional research and maintaining and disseminating 
institutional data 'reques ted by other offices and .agencies. 

Tes t ing . ' ' ^ 

The Office of Academic Systems Research has thq responsibility to' 
coordinate national te-sfeing programs, including the ACT,nRE,GSFLT,NTE, 
and Millers. * 

F aculty Research ^ ' " ^ 

* '' 

Faculty^ members wno'need assistance in developing research designs, 
including ins true t'iohal researcth, may consult with the Of f i-ce of Academic 
Systems Research.^ At the samie'time, \hey shoiild consult with the Otfice 
of Corporate a^cl Foundation Progra-ms with regard to sources of financial 
support ajid^he de^ve lopjaien t of the grant prop/osal. Upon completion of 
the resg^a^h design, the grant j)ropos*al should bp prepared in cooperation 
with/lrfie Office of Corporate and Foundation Programs for submissiprf to 
LiKU office . , , ^ 

Assistance- for the development of grant proposals is provided througfi 
the Office oV Corporate and Foundation Programs. A Project Director, who 
is normally the proposer of the project, is designated ^y the Vice- 
President for Academic Affairs. ' ■ 

Once the g-raut is awarded, the office of Corporate and Foundation 
Programs will transmit xerox cppie<^ oi the grant award Tetter, the 
research. proposn 1 , and the Approval Form for Proposals and . App 1 ida t 1 ons 
to O.ffice o'f Academic Systems Research. 

Kc(|uest\s for fol 1 ow~up repor t s by federal agenc ies and foundation 
(lisunllv q'uestionnaires) will be implemertted hv the Office o.f Academic 
Systems Re^^carcli In cpoperation with the Proje^^t Director. Upon com- 
pletion of. the followrup report, the Vice-President for Academic Affairs 
will" review the report. The report: is then sent to the requesting agency 
with a copy held in the, Off ice of Academic Systems ^^esearch, and a copy 
i^ent to the Office of .Cdrporate -and Foundation Programs. 
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L. THE COLLEGE CENTER 

' . ' ■ /. 

The College^Center is located on the west side of the campus adjacent 
to the football field. This three story structure houses student organiza- 
tion offices, Auxiliary Services administrative offices, dining facilities, 
meeting roolfns , lounge areaa, and recreational facilities including bowling, 
billiards, and table tennis. ^ . & ' 

Dining facilities' include a beautifully appointed ' di^ifting room, two 
Snack Bars and a vending area. Till members of the, campus community are 
encouraged to utilize the facilities and services of.the College Center. 

Conference and neeiting 'rooms are reserved according to campus Special 
Services policy . Reservations for use of the facilities can be made in 
^the Spec'ial Services Office located in Rocyh 212. ^ ^ 

Catering services are available campus-wide, however, the beautifully 
appointed facilities in the College Center make an attractive /letting for 
dinners, luncheons, and other catered events. Reservations for catering 
services can be made by dialing extension 773 or visiting the F'ood Services 
Administrative Office located in Room 221. - 

The College Box, Of f ice provides discounted tickets for faculty, 
students', and staff for most metropolitan area activities. The Box Office 
is located in. Room 213. Additionally,^ the Box Office provides a Notary 
Public service for a nominal fee. / 

Administrative offices located in Room 17 include the office of 
th-e Director of. Auxiliary 'Services, the Food Services Administrator, the ' 
College Center Operations Manager, and the Associate Dean of Students'/ 
Coordinator of Student Activities. ^ , ^ 

Student Government Association offices are located in Rooms 226 - 
239 . These offices include Student Government ex^6cutiye offices, student 
publications including Towerlight and Tower Echoes , the Black Student 
Union Office and Library, and c lass . of f ices , 

In addition to the above/-mentioned 'services jand offices the College 
Center houses the Ski^lls Center, the College Po^st Office, the Bookstore, 
an Art Gallery/ the ^'arking Services Office and a pry Cleaning service. 

■'^ * ' • ■ ■ 

. The College C^nt^er is open from 7:00 a.m. to 11:00 p. m/ Monday through 
Thursday, from 7:00 'a.m. to i:2 :00 midnight Friday, from lOiOO^'a^m. to 12:00| 
midnight Saturday , and from/l:00 p'.m. to 9:00 p.m. Sunday. Any*changes in i 
operating hours wfll be promulgated campus-wide. ' -\ 
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M. THE COLLEGE BOOKSTORE 



The Bookstore is Ipcat^ed on the lower level of the College Center 
Building. In addition to supplying required textbooks', paperback, and 
. supplies, the College Bookstore stocks 'a full li^ne of stationery, jewelry, 
recprds^_a wide range of ^supplementary paperbacks ,;gree t ing cards, , 
magazines, health and beauty aid^s, and gift items /fqr/ too st occasions^ 
A free giftwrapping service in provide^d. Faculty are entitled to a 
10% discount only on textbooks for courses they are teaching. ' 

Bank Americard and Master Charge credit cards ar^* accepted for 
* personal charges at the store. However, Departments may charge authorized 
purchases to their departmental budgets^. Monthly statements are 'payable 
when received. Accounts 90 days in afreaYs wi 1 1 be;^ denied* future charging 
privileges. % 

Checks for purchases should be' ma4^ payabTe to Tovspn Statfe College 
Bookstore. Personal checks up to $25.00*will b^e cashed with a nominal" 
service charge of 20c 'Personal checks may be cas.hed^ afternoons<^ from 
2:00 p.m. un t^ lAjilD-^, m , or until check cashing funds are, exhausted . 
Checks dr^wrT'mrinsuf f\cient funds and j:'^turned to the Bookstorfe will 
result^'^n a $5.00 finelin addition to the regular ban4<. charges. Second , 
fe>rai8xs wil4 be dj^pieVd check cashing privileges* . ' 



1. /Desk 



:edi^ 



re 



The American Textbook Publishing^ Institute states the^ f\pllowirtg- 
policy: Ins t r^idtor s should wr £t^e directly to ^the putftisherfi fdr desk 
copies . Each department secretary ' has an . ample supply "of d^^sk copy v 
request f^rms . (See sample form Appendix y)»l^slla^ly the desk copy 
will be mailied directly to the f acult^^member ' s 
to his campus address. 



lome or if "desirfed, 



The Bookstore does laot receive free texts' tiTom the , publishers , 
Therefore, they cannot^^ issue fre.e texts to Instructors *f or 'use as 
desk copies . ^ 



[f^an emergency arises when the in5yi 
received prior tc^ the beginning of ciajBses , 
from 'the 



"-purchase a text 
foY 1 f ull^ credi t 



ructor's desl^ copy is r^ot. 
the ihstructor should 
Bo©ks"f6rQ">--'^ns tructor^s ^wil 1 be reimburaed 
or refund if the? desk copy '•is returned uniparked , in 
Sc'ileab^Ie, condition and is returned within 90 days after it wa's ^pur- 
chasecL*" copies received from puM ishef s ' can NOT he returned fc 

^fjuh^r^credit i^^^^tij^y contain publisher*'^ iflarkinp? such as *l3Gsk Oopy* 
•^'Complimentary Copy^^^^nfi true tor ' s Copy*^^ etc. Tn these cases the 
books* ca'n only be returner} ^s used books" aK^-the prevailing rate. 
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2. Textbook Requisitioning Procedures ^ ' , 

Because of . th^ Initial high cost of textbooks, .the uncertainty of 
publishers acticMis, and the cost of carrying unsold jcexts in our in-^^ 
ventories,- the^Beoks tore requests that careful cons/deration be given- 
the number o/^ textbooks requested. The Bookstore will ""'endedivor to fulfill^ 
all reas-oh^thl^- req-uesDs for required and recommended texts, however, the 
management reserves, the righ^^ to adjust its orders according to current 
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inventories., publisher^ return policies and sales history of parti- 
cular te:xt;s. Profes^^ors '-submit official book- requests (see sample 
form Appendix Y) to the'Book$i6re via tliei.r Department* Chairperson. 

Books not in stock- may be specially ordered with a n'bn^ref undable 
$1.00 deposit. A suggestion borx' is located in the store's entrance, 
arid ^11 ideas are'encouraged. If a reply is requested, please in^clude ^ ^ . 
your name and address with your suggestion. > ' ^ ^ 

..... ^ ^ ' \' {. ".■ ■ ^ 

' The Bookstore operates Monday and Thprsday 10 : 00 ^ V^^ p;*^- j 
Tuesday and Wednesday 10:00 a. m\^ to 4:O0«;;p.m, ^and Fridav^ to 
3:00 p.m.- ^erating ^urs are extended' at the begini^ifig of each semester, 
to better selcve the c^pus . ' ' , - ^ . 

* You may wi^h.to inform your studentf^ of the following policies:. 

-a.; ShopLi/ting'Will NOT be tolerated" and ALL cas^s will be 

prose'a(uted to the fullest extent^. , ' ' • * 

, * ■■ '* 

^ : ;b. . Book Return Pollcie^- PLEASE READ CAREFULLY ' ' / ^ 

Required textbooks may bg^retumed fo^ any reason within 
two Veeks tfter the beginrling of tKe term in which purchased'.-. 
- ^ In the event' of Schedule Changes (Drop or Withdrawal), required 
^ ' textbooks may be returned' tip to -50 days after the beginning of 
.the terms iA wh.ich .purchased . To receive full credit,, b6oks ^ 
" must be returned in new saleable condi'tioh. Except .in the fij^^st 
two weelcs, books returned must be accompanied by a ^'Drop ?lip^ 
-s^l or a "Withdrawal Card." In 'all cases of returns , books must be 
accompanied by your' Cash P!eRist*er Receipt * , . , 

. \/ . . - ' 

. CHECK YOUR RECEIPT -'KEEP ITl. . ^ 

No' Refunds or Exchanges will be ^de>pn "SecommendeM ^Books," 
These books and all other books ret^JrjPied can only be ^accepted 
as Used Books at the prevailing rate, provided they are needed 
f 05 'Stock.'" (Used Book^Companies^vislt the Campus several times 

a year.) -5' ^ , . , 

• ■ ♦ , • \ . ^ . ' ' - 

•DO NOT WJIITE IN A,NY BOOK UNTIL POS IT 1 VELY^ CERTAIN THERE IS NO. 
NECESSITY FOR RETURNING IT.^ ' 

c. 'End of Semester Policy - No Refunds or Exchanged will be given- on 
' ' required or ' recommended course books purchased, during the final two 

(2) weeks of -a semester. * ^ . 

^'d. General Return* Policies - No cash" refunds will be given on Gifts- or 
' Supplies. Exchanges will only be honored with yotir Cash .Register , - 

Receipt dated-- within two (2) weeks and the/ Merchandise in new sale- 
able condition.^ Sorry, no refunds or exchanges ^on "sale" items. 

All employees of the Bookstqre are, willing* to assist the facu]_ty in 
any .way possibie. Just ask. Our motto is "Volumes of Service.* 



. POST office' AND MAIL -DELIVERY . ' ' 

The colleg<B Post Of f l^e, provides ^ fall, postal setrvipes except parcel 

post packages addresse^d to foreign countries, and is located on ,the 
aground floor of the" College *tegiter providing window service frbm 
' 9 :*00 a.m, until 4:15 p/m. fiv^ d'ays a week and from ll:00 a,m\' to 

2:00 p.m. on Saturdays^ No Saturday service is provided during 

the summer. *• ♦ ^ • , 

M^ll is .delivered^ to each depar^^ttn^nt ^in zipper ed. canvas bags 
each working day. 

The department distributes the-ma'il to its members in accordance ^ 
with its own procedures. , • * 

Only official college mail will ^e^put through. tjie postage meter and 
delivered within the college postal system. ' . ' • , 

Intgr-college mail is only to be mailed fn one, of tbe 'two sizes of 
standard "Inter-office correspondence" envelopes* Only strictly 
confidential mail is to be seale^ . " v . 

Personal mail must be, properly, pte-s tamped, and sealed. 

, ^ ■ ' ^ 'a 

Mail to students, who have* boxea, and student organizations must be 
.addressed with both the name ^and box -number and mailed in plain white 
envelopes not inter-off Ice correspondence envelopes . 

The- Postal Services section of the 'Busi^^ess ajid Finance Manual 
contains more detailed information as well as procedures for bulk 
permit mailings. , It. is available in each department. 

The college will p^y^ for mailing, 'via t,he least expensive rate, ^ 
manuscripts or paper^ submitted for publication • Including disser t-ations 
to be published by a publisher or in a journal as well as preprints 
or reprints which are to be published. Any,additional costs including 
registration and ,Jnsurance abo^e the , least expensive mailing method 
are to be paid hy the faculty member. - t 

Wrapping services are available at .Central Receiving provided a pre-typed 
label with the 'complete address is furnished *with^he package. 

Bulk distribution of mail to faculty and^-^a<nni^strati staff is 
^ent through the interoffice mail by iip.ertiHfig the required number 
"of copies in. an, envelope addressed to each ^department . A list 
Indicating the approximate number of faV^lty and staff in each 
department can be found in tl]e Postal Services ' sec>lmi of the Business 
and Finance Manual. ' , 
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0, TELEPHONE SERVICE \^ 

"Th^ college's switchboard' hours are normall:)\, 

~7:30 a.m. to'TTrOO p.m. Monday through Thursday, 7:30 a^m..to 
8:00 p.m. on Fridays, and 9:00 a.m. to 5:0P p.m. on Saturdays. 



Switchboard hours 



^t is closed on Sundays- 
session. 



Hours vary when classes are not in 



Long Distance Calls are no longer placed ^through the College 
^operator. As of July 1, 1974 this restriction was eliminated 
to free the switchboard^ operators allowing them to -more effic- 
iently answer incoming calls. Official College ca^ls, that by 
necessity, must be made from home can be charged to; the indivi- 
dual's home telephone number and' reimbursement received by sub- 
'mittihg-an expense voucher, approved by the Department ox Divi- 
sion^ Head and the Office Services Manager, to the Finance Office. 

Persona,l Long Distance Calls are to be charged to th^ individual's 
home telepfiqne number. 

' Calls to the Cpllege while out of town on-Colle ^e Bu^in^ssT can be 
ad^ed to the travel expense voucher or charges may b^ reversed to 
the College. / j . 

Requests' fo,r 'Telephon^e Work are^ to be requested on --form //SW-1 
signed by the Department Chai rp erspn . 

Faulty equipi^rent is to be reported to the operator at once. 

More informatioii is available in the Telecommunications section 

\. / • . . . ■ ■ 

of the Pusinof^ss and Finance Manual. 




USE OF TOW'SON STATE COLLEGE FACILITIES 

space reservations and -requests for us6 of College 
the erkception of academic class and office space, - 
ed irom the Office of Special' Services . Please r.efer 
ocedures For Use of Towspi;i- S tate College FaciLitiea^V 
izations" Appendix CC , and" "Reservations Policies 
For Cdll^^ Departm6nts^:ai:uL0^ Campus Organi'zat ions" Appendix Dd. 

Requestsfcxr academic class^pac^ran^d^of space are'to be made through 

the Registrar's Office; ^ ^ ' 



All room an 
facilities, yiit 
are to be reque 
to' "Policies & 
By Non-Co lleg^ (J 



DINING FACILITIES 



' The Dining Rdom" in the College Center is open , Monday through^ Friday 
from 11:30 a.m. to 1:30 p.m.. except during holidays. Meals are served on 
a cash ba^is. The Dining Room offers fcull course luncheons and sandwiches, 
Faculty' may also use the College Center Sna|k Bar and Cafeteria. Newell 
Hall Resident Dining Room wi.ll be closed for renovation June 1, 1975- to 
September 1, 1975. 
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11. Sl'iCRKTARlAL Ah'I) STUDENT ASSISTANCF. 

9 ' " 

Lacli (IcparLnent lias one or vaovc yecroLaries dapendinr. on tlie n\imber 
of factilty mcrihcrs to bo served. Some departmehtzs have student assistants, 
Use of student assistants for special clerical ;u^ork sfiould be done tliroup,h 
'the d'epartnent chairperson.. , 



S. PARKTN{} 



are 



The Parking; Servicers Office administers parkihp, on campu.s ancj the regulations 
enforced by the Cafnpus Police ^epc'^T%me'nt . Parkinp^'is provided on a first comq, 
f irsj: . SG^rved 'basis on desip.nated faculty/staff and student lots. All vehicles , ^ 
mujjt:.^t5e''^ rep.istered with the Parking Services Office .to park on campus. 

All^permit holders are reminded that there may be various - time^ when spaces^ 
are not available on campus. Purchase of a permit does n^t guarantee one a 
p^jrkinr, space. Naturally^ it also does nofe p,uarantee one a conveniently 
^located' space. « ' ^ 

Applications for faculty/staff p^rkinf^ stickers should be mad<? at the Parkinp, 
Services Office^ located in the Collep.e Center, room 118, telephone extension 692. 
Hours of operation Are 8:00 a.m. to A : 00 'p.m. , Monday through Friday. 

The use of campus parltinp, facilities carries witli it the obligation^ to observe ail 
CollaT^c paj-king regulations.^ Tickets are issued for violations of these regulations 
and all fines for violations" are to be pa^d to the Finance^Of f ice , room 321 in the 
Administration Building. . . t.' ' V 

Be sure to consult the curreut Caldege Parking and Traffic Regulat i'q;is , copies ot ; 
which are available in the Parking Services Office and can be sent upon request 
If after reviewing the regulations, questions still arise, do not hes-itate to 
contact the Parking Services Office'. . . * 



T. SIGNS 

The Special Services Depart'nent is responsible for the campus sign program. 
This program includes all directional, traffic control, and parking lot 
identif icatioa signs; all building lettering; and all building plaques. 
'<Mo pei?manently/placed signs may be installed without the 'authorization of 
the Special Services Manager. \ ' * 



-Temporary signs are also subject to certain restrictions. 
SIGNS section of' the Business and Finarnce Manual. . 



Please see the 



Campus guides are a^ilable in the Parking Services Office. Tliese give 
directions to the canWis, index proper entrances tO each bviilding, list 
what departments are located in each building, and pf^vide visitor and 
guest parking information\ Each clepartment should keep a supply on hand. 
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U. FACULTY ADVISERS TO STUDENT ORGANIZATIONS 

't ha^ often been difficult t% define the role of a faculty member ' 
wlio /as staken on the advisership to a studen-t organization.^ 

The following 'is a suggested guide for adviser responsibilities." • 

1. To be available fo^ meet with the group's leader, act as a cons- 
ultant in planning -meetings, and solving problems. 

att-end organizational me-eLings as often as possible, where he/ 
^^le should feel free to participate yet not dominate; 

3. attend activities planned by the group as often as possible; 

A. advise and encourage officers to keep records (especially the 
treasurer and secretary) ; 

5. help develop new leadership each year; . * 

*6. help interpret institutional policy; 

in general, establish a relationship with thesf students wl^ich 
will e^ncourage personal and intellectual growth; and 

feel free to consult with members of the Student Personnel 
Staff (e.g., Dean of Students, CdQTdinator of Student Activities, 
Counselors, College Union Staff, etc.),, 

V. PROFESSIONAL ORGANIZATIONS 
1. American Agso^ation of University Professors 

Towson'State College has a chapter of the^A.A.U.P. which besides ' 
dealing with the-., traditional co^ncerns of faculty in the areas of academic 
freedom', tenure, etc. also serves as the exclusive representative of 
the Towson Faculty. Membership is open not only to full-time fa<julty 
members but also to those holding a one-year appointment to a position 
at least one-half time, teaching or researchx:,at a rank of instructor 
or hight^r. Annual .due's for national membership range" from $18-$56 
depending on salary. Ldcal chapter dues are determined annually and 
include a p^r'.capita payment to the Maryland Conference of A.A.U.P. 

'2. The Association of Higher Education in' Maryland 0 

The Association of Higher Education in Maryland is the affiliate 
of the Maryland State Teachers Association which represents the interest 
of college 'teachers in the State of Maryland. The Association is organized 
to give^'expression to common interests and needs of college communities 
and. to serve as an action agency with the legislature and boards of trustees 
for the various facets of higher education in Maryland —community colleges, 
universities, and state colleges and universities. In |ddition to periodic 
informational and professional pub li'cations the Association of Higher Educa- 
tion in Maryland sponsof^s at least one state wide professional meeting each- 
j year. Membership in In- Association may be achieved by payment of dues to 
' the Associa.tioTi of Higher Education , of the Maryland State TEachers Associa- 

. tion. Membership applications may be obtained from the M.S.T.'Zi, 727-7676. 
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^ " W. HONOR SOCIETIES ,^ CLUBS 

Current listing is available at the Faculty Reserve Desk, the Office 
of Mica President: for Student Services' -and the Office of Dean of Student 
-^Activities. . ^ 

'X. IDENTIFICATION CARDS 

Every employee of the college Is expected to obtain an identification card - 
from the Personnel Department and may be relquired to shov/ it an any time 
for security purposes. identification cards may also be used for borrowing 
books from the college library and for entry to special, events on campus 
such a5;,^DrjgiQg^events, plays, etc. Identification cards must b'e returned 
to the Personnel Department upon separation from emiployment with the college. 
An emjatfoyee who loses or fails to returq the card upon separat ion^ f rom- the 
coIlege^ is assessed a $5 fee, whiph if not voluntarily paid, is deducted from 
the employee's final pay check. 

f> 

Yi" LOST AND FOliND 

Articles found on the College campus should be d"^eposite<i with , the 
Camp.us Police Department offices and will be retained by them yntil 
reasonable efforts hav6 been inad'e to find the owners, after wh'ich^, 
the property will be returned to the finders. Persons losing objects 
on the oampus should check with the Campus Police to determitie if they 
liave been found. . ^ \ - "it 
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A APPENDIX A Revised 8-75 

' ■ ^. 

^ ' . ! ' . 'lOWSON STATF COLLKGI': .CONSTITUTION . 

PKKAM^iLE ^ . 

■ f 

We recognize t\\e full legal authority and responsibility of ^ 
the President of the College for the College's conduct and growth. 
However, it is imperative that the academic community play a major 
role /in guiding the College. Therefore the Academic Council shall 
be tl/ie primary policy-making body of the College as well as the aca- 
demit community's primary advisory body to the President. In estab- - 
lishing and outlining the functions and responsibilities of this 
Academic Council, we must recognize that while authority is granted 
to the Council to determine policy over a wide range of college con- 
certos, the ultimate promulgation of policy or veto resides in the 
Ofl^'ice of the President of the College. The President shall report 
all reasons for a veto to the Council, 
i 

I Lines of authority are thus clear., and responsibility for de- 
ci/^ions clearly fixed. 

a| membership of the ACADEMIC COUNCIL 

' The primary legislative and ad>^sory body at Towson State College 
" shall ^be. the Towson State pp^ege Academic Council, which shg^l^ 

I provide for student, fac;>ixy, and' administrative participation 

in College governance. The Academic Council shall include 24 ' . 
membeirs, chosen on the' basis of the following premises: 

1 1. Every councillor shall be elected from some- portion of the 
; Academic Electorate which shall be interpreted as being ^ , 

f faculty and students. Faculty members are defined as, those 

paving academic rank; this includes the professional library 
feta£f . Administrators with faculty rank are excluded' from 
this definition. 

2. There will be 18 members from the faculty, one of whom shall 
be the President of the Faculty Association, and six students, 
one of whom shall be the President of the Student Government 
Association. 

' ' ^ / 

3/ Faculty members of the Council^ excluding the President of / 

the Faculty A3sociation, shall^^be elected for three year teons 
in at-large"elections. Initially, six of the faculty councilors 
shall serve for a three year ^term, six^for a two year termr, and 
five for a on^ year term-, their terms to be decided by-" lot a^ 
the first Council meeting. ' Student councillors, excluding the 
President of the Student .Government Association shall be elected 
by the Student Government Association Senate for one terms. 
' * /-""""^ 

4. No more than three faculty councillors can be eMcted from any 
single department or program; and no more thm two student 
councillors, oXher than the SGA President, tnay represent a 
single class « 

^ - 
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5. The President c/L the College and the Chief Academic, Student 
Personnel, and Business and. Finance Officers shall serve in' 
ex officio ,, non- voting capacities. 

r ' * ' 

B. OFFICERS OF THE ACADEMIC . COUNCIL 

1. A Ctiairperson-who shall elected by, and from the voting 
" ■ membership of the Academic Council and will perform the 

duties of the presiding officer of the Academic Council, 
and serve as chairperson of the Executive Committee. 

2. A Vice Chairperson-who shall be elected; by and from the 
voting membership of the Academic Council. This person 
shall have the responsibility of agenda preparation assist- 
ing the chairperson, and presiding over Academic Council 
meetings in the Chairperson's absence. ' > 

3. A Secretary-who is^sll b-e elected by and from the voting 
membership of the Academic Council and who -will be res- 
ponsible for record keeping, and the distribution of minutes 
and reports. The secretary shall also serve as^^ecording 
Secretary for the Executive Committee of the Council. 

C. THE EXECUTIVE COMMITTEE 

1. The executive agency of the Academic Council shall be the 
Executive Committee. ' 

2. The Executive Committee shall consist of the Officers of the 
Academic Council, the Student Government Association President, 
and one faculty person elected at-large from Academic Council 
membership, The President of the College shall serve in an 

' ex' officio , non-voting capacity. 



'3. ^ The duties of the Executive Commit tee^^ the following: 




a. Preparing and distributing the agenda of meetings of the 
Academic Council to the electorate in advance of regularly 
scheduled meetings. 

b. Assuming interim responsibilities between the regularly, 
scheduled meetings ^of the Academic Council. Such intefira 
'responsibilities shall be assigned to it by the Academic 
Council. 

c. Initiating emergency action, subject to Academic Council 
y review at the Council's next meetings. 

d. Maintaining the Committee Structure of the College. 

e. ^ Seeing that-^^nf ormat ion concerning all proceediiTgs of the 
Academic Council shall be disseminated to all members of 
the college community. 
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f. ]nformlnj4 itself of the administrative disposition of all 
decisions of the Aeade.mic Council requiring implementation. 

g. Checking areas in which implementation may be questionable' ^ 
to insure that such decisions of the Academic Council have 
been implemented. 

MEETINGS 

1. The Academic Council shall meet at least once each*month, during 
the' regular school year, normally on the first Monday of each 
monthi Two-thirds of the voting membership shall constitute a 

4 quorum. 

I. ^ ' 

2. Meetings shall be conducted according to Roberts Rules of Orde^r , 
and decisions shall be arrive4 at by majority vote. 

3. Meetings shall be open to. all mWbers of the college community, 
but participation shall be limited to^ members of the Academic' 
Council unless the chairperson invites non-members to speak 

on a particular issue.'' 

4*^, The -Executive Committise of the Coiincil may convene a special 
session of the Council when necessary and will be obliged to 
do so when requested by the Council Chairperson or a petition 
signed by 25% of the Council members. , _ 

5. The"^ agenda shall be prepared by the Executive Committee. Any 
member, group, - or .organizatidn of the academic community may 
submit agenda >^items. 

.6. The Council may adopt By-Laws governing the conduct of the 
Council^ business upon approval of a majority vote of the 
Council. - 

RESPONSIBILITIES OF *tHE ACADEMIC COUNCIL'. 

, : 

vThe Academic Council shall have authority in the following areas: 
.1. Standards of admission to the college.^ 

• V e ' / 

2. , Requirements for academic degrees, including the evaluation 

of proposals for new academic programs and significant 'changes 
in existing academic progra^. . ■ ' 

3. Long-range academic planning, including the review of academic ^ 
plans submitted to the Board of Trustees. %A 

4. Planning and development of campus physical facilities. 



5. The appointment of top^administrativ^ officers. 

bZ. Academic ^organizational structure of the College, 

• * ... 

Ill ^ 
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i:v;i] lint Ion of faculty in the process of their appointment, 
promrjtion, salary r o^commepdat ions , and .recommendations for 
tenure status. / 



8. Inter-collegiate competition. ^ * . 

9 . College calendar . . , , 

10. The assignment of faculty office, , teaching, and research 
space. ^- - 

'/ " 

11. Standards of educational and academic conduct and practice 
; common to all elements of the .college community. 

12.. The protect i6n of the rights and privileges guaranteed to 
elements of the college community as specified in the By- 
Laws of this constitution. 

< ' ■ .. , • . 

13. Those matters not previously specified by legislative 
enactment which the President shall choose to ref ei: ^t 
the Academic Council. - * 

THE COMMITTEES OF THE ACADEMIC COUNCIL 



The committee structure of the Academic Council at fovson StAte' 
College shall be based on ' the guiding principle 6f faculty-student 
shared governance; and^dn addition, on th^ necessity for a / 
committee structure that provides efficiency and established 
clear lines of authority and responsibilitiy . ^ ^ - ' ^ 

Committees are agents of the Academic Coun^l and^ are responsible^ 
to the Council. They shall submit their r^commenclat ions to the 
Counc il . 

New standing committees may be formed and 'present ones abolished 
by a three-fourths vote of the Council.'* 

1. Faculty Membership ' ' ^ « 

> ' ° .. 

Faculty ijiembers on the following committees shall be elected 
at-latge by and from the faculty: ' ' 

The Academic Standards Committee. ^ " " 

The Admissions Conunittee 
Promotions an^ Tenure Committee 
Fiscal Af fakirs and Planning Committee 

Faculty Hearing Committee . ' 

^ Faculty Membership on the remaining committees shall be. by 
appointment by/the President of the College baSed on nominations 
of the faculty submitted by the President of the Faculty Association:, 
All terms sMll be for tihree years and shall overlap. In the eveht'* 
of a vacanoy, the term shall be filled ^o^r its duration by' election 
or appoinjz^ent, whichever is applicable.. . 



student Membership/ 

^ttident members on all commJ:fttees except ti\e Academic^ 
Standards Committee will be appc/int^d by, the^resident of '' 
the College based on nominations &dbmitte^/by Jthe President 
of the Student Government Asso^cid^^on. 



s^c 



Student terms are for afie year^ Iri the case^ of a 
vacancy, another person sb^ll be ^^ointed for the duration 
of the term. , 



Ad Hoc Committees 

Ad hoc committees may be fontied by the Academic Council 
and should pot exist lortger than one semester. The members 
of such committees sh^l^be elected by the Academic Council. 



Election s Comm i 1 1 ep^ ^ 

The Academic Council may appoint E\^ctions Committee 
whenever neceasary, it shall consist of the Vice-Chairperson 
of t-he Council, two faculty members, and two students. 

This constitution contains only the structure, and composition 
of the permanent committee system at Tows^on State College. 
Upon r^ification of this document and the selection of faculty 
and stiident members, each committee shall prepare^ a statement 
■of it9 responsibilities and proc^ur^s^ Such/4tatements will 
be presented to the;* j^cademic Ci^yfncil lor corrsideration. Upon 
ratification these st^atement^^pf /committee responsibilitries 
W/lll become a part of the By-Laws of tms constitution. 

STANDING COMMITTEES OF XB^ ACADEMIC COUNCIL 



Academic Standards 'Committja^ 

The Academic Standards Committee shall Bb composed of 
f ivei memb^ers of th^/taculty elected at- large and three 
students elected ^at-large for one year terms. In addition, 
the Chief Acad^ic Officer or their re^presentative and the 
Chief StudenJ/^ H.ersorlnel Officer or their representative shall^- 
serve in ap ex officio , non-voting capacity* The Chairperson 
of the Academic Standards Cpmmittee shall be elected from the 
membership of the Committee and serve for a term of one "year 
subjecT to r^relectiqn. the Registrar of the College shall 
sery% in a non-voting capacity as secretary. ' y 



Adm^issions Committee 

The Admissions Committee of the College shall be composed 
of four members of the faculty elected at-large and two stu- ^ 
dents appointed by the President. The Chief Academic Officer 
or ^ designated represeHtaj/ive shall serve in an jex officio , 
non- voting capacity. / 

'il9 ■ ' ' 
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Bookstore Conunlttee and College Union Committee ^ 

Thase Co.mmittees were Replaced by the Auxiliary Services Bbar,d 
by action of J:he Academic Council, March 6, L972. For a description 
of the Board see section J, page A-8a. 

/ ' 

Curriculum Committee 

The Curriculum Committee shall be composed of e^^t faculty 
members atid six ^tudenta. The Chief Academic Office^ or a design- 
ated re/resentative, s^all serve in an ex officio , non-voting capa- 
'city./The Chairperson of the Committee shall be elected from the 
memb^ship of the committee and shall serve for a term of one year 
'sub/ect to re-election. - , 

JPromotions and Tenure Committee " * - 

The Promotions and Tenure Committee shall be composed of seven 
faculty members elected at-large. ih addition, the Chief. Academic 
Officer shall serve in an ex officio , non-voting capacity. 

Faculty Research Congnittee 

The membership of the Faculty ResearchvCommittee shall consist 
.of five faculty members appointed by the President of the College,. 
A representative of the Academic Dean^s Office shall serve in an ex 
of ti^cio capacity. . i ^ ' ' 

seal Affairs and Planning Committee 

^- 

This Committee was replaced by the Fiscal Affairs Committee and 
Long Range Planning Committee by action of the Academic Council, 
rch 6, 1972. For a description of these Committees see sections 
and L, page A-8a. 

Graduate Programs Committee 

The Graduate Programs Committee sRall consist of the Director 
of "^raduaj^^ Studies and the Chief Academic offlcei^, both of whom 
shall^^va d.n ex officio , non-voting capacities, and six members 

^^acul|y appointed by the' President of the College. The 
Cplmlttee wi^-l also include two graduate student members appointed^ 
Iby the President of the College. The chairperson and secretary of 
the Graduate Programs Committee will be elected from the membership 
of the Committee. 

Housing Committee ^ 

This Committee was replaced by the Auxilary Services Board by 
action o^ the. Academic Council, March 6, 1972. For a description 
of the Board see section J, page A-8a. 
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itercollefeiate AthlcticB Committee 

The Intercollegiate Athletics Committer shall b'e composed' of 
four members of the faculty appointed by the President of the College 
and foiir students. The Chairperson of the Committee shall be elected ^ 
from the membership of the Corajnittee. In addition, the Chief Academic 
Officer and the Chief Business and Finance Officer, or their represent 
atives, shall serve in ex officio , non-voting capacities. 



Library Committee 



) 



The Library CoYnmittee shall be composed of three members of the 
faculty appointed by the '^President of the' College and three students. 
The Chairperson of the Library Committee shall be el-ected from the 
membership of the Committee. The Chief Librarian shall serve in an ' 
ex/ officio , non-voting capacity. ' ^ ^ . 

/\ . " ' 

Public Programs Committee ' . . 

The Public Programs Committee sha'll be composed of five members 
of the faculty appointed by the President: of the College and five 
students. ' • The Chairperson of the Public Programs Committee shall 
elected from the membership of the Committee.' Representatives fj 
the President's Office, the Office of the Chief business and F^anc^ 
Of f icer , „ and. the Office of the Chief Student Personnel Gfiic^ shall 
serve in ex officio , non-voting capacities. 

Studejit Rights and Responsibilities Committee 

The Student Rights and Responsibilities Committee shall consist 
of five faculty members appointed by the President^of the College and' 
five students. The Chairperson of the Committfee shall be elected by ^• 
the Committee for .a- one year term. 

Summer and Eyening Programs Committee 

The Summer and Evening Programs Committee shall be composed of 
six faculty members appointed* by the President of the College and 
two evening student representatives. 
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G. FACULTY MEDIATI(!^,,A^D HEARING PRQCEDTJRES 



r 



There sliall^ a Faculty Mediation- Inquiry Committee, and a Faculty. 
Hearing bcJfnmittee with provisions for a Faculty Hearing Panel as 
cases arise. These Committees report directly to the Acad6qiic_£^an 
and^he President x)f the College. 

faculty Hearing Committee 

The Faculty Hearing Committee shall be compos-ed of fifteen 
tenured faculty members elected at-la*rge for oveiflapping three ' 
year terms. The chairperson shall be elected^y and from the ' 
mpmbe^rship of the Committee. , X 



Faculty Hearing I^anel ' ' * / 

Ihe Faculty Hearing Panel shall be composed of-^ five tenured 

faculty^ members elected by the Faculty Hearing Committee &rom its 

membership when a ca^e is to be heard. ^ * ^ 



Mediation-Inquiry Committee 



.1 



Ttie Mediation-Inquiry Committeffe shall be composed t)f five 
faculty .members chosen by the Faculty Association according to 
its selection procedures .s 



BY-- LAWS 



The By-Laws of this constitution sh^ll be approved by the Academic 
Couricll by a majority vote. The folJ^Lowing shall be a part of these 
By-Laws : 

1. The AAUP I^TAO Stateme^at on Academic Freedom and subsequent 
statements on Academic Freedom, tenure, and dismissal 6f ' 
faculty members. ... 

« »» 

2. The AAUP 1966 Statement on Governance of Colleges and 
Universities. 

3. The Joint Statement on Rights and-Responsibilities of 
Students* 

AMENDMENTS 

Amendments to this constitution may be proposed by two-thirds of 
the membj^ership of the Academic Council or rby petition of 20^ of 
the Membership of the f^aculty Association or by two-thDrds of the 
Student Government Association Senate^ 



Ratification of a properly proposed amendment shall be by action 
of the majority of the members of the Faculty^ Association and a 
majority of the members of the Student Government Association 
Senate. 
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AUXIIIARY SERVICES BOAM) ^ ' ' ' " / 

' fhe Auxiliary 'Services Board shall be ct^mposecj of two facuj-ty 
and two^ student members of the Academic Council appointed by the - ^ 
chairperson of' the Academic Council and one faculty member'„ appointed 
by the^President of. the Faculty Association and^Dne studen^l appointed 
bV«<^the President of the Student Qevernment Association. Tertna/of^ 
membership shalbbe one. year, conterminous with 'Academic Council 
terms.' Tbe^ Board ,vy.ll elect its own' -chairperson. ' ^ 

FISCAL AFFAIRS COMMITTEE ' : ^ . ' ^ . / • > 



" The, Fiscal Affairs Committee sha^l be composed of three faculty 
<and thre.e student -members appointed in the regular manner. In addit?- 
ion/ the Chief Academic Qffiaer,*. the Chief Business and finance 0ffi~ * 
~ cer,' and the,. Chief Student Personnel 5fficer, or their representatives, 

shall serve in an ex off ic io cfapacijty.. " ' 

— / ■ 

• -I . , , -r • • 

L. LONG RANGE PL ANNING COMMITTEE ^. ^ 'x ' 

^ ^ : T .X.-: ■ . ■■ . • 

The Long Range Planning'^Cbniraittee shall be cbTfipbsed of three 
^faculty 'and three studJnt me^mber's appointed, in the regi^lar. manner . . 
In addition, the Chief Academic 0f f iter , ''the Chief Business and 
Finance Officer, and the. Chief^ Student Personnel Officer, or their ^ >. 
representatives, shall serve in an officio capacity. 
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By-Laws of the Academic Cquncfl 
Approved *by the C6Uncil, December 7, 1970 



A. Elect;prate 



1. All members of the faculty -teaching six or ifiore credit hours- 
^ u^4^er a regular contract, all department chairman regardless' 
- 'of te^aching loads,( all^members of the Lida Lee Tall Learning 

^ ' R^ourCRs , Center , "^^d all professional librarians shall be - 

members of the Faculty Association arfd thus form the facility 
eleqtaratd. ' . • 

2. All benefits, privileges, and opportunities of a person on 
Ifeave shall be continued irt^ the same manner^as though the 

' ' >pe'rson were on active duty. 

^ 3. The. ^studertt electorate shall consist o^ t~^i9se students elected 
to th^ Student Government Association Senate. 

B. Council- Members ' , ^ . ' - ' 

Election of faulty members- of - the Academic Council and elected 
. faculty members of Committees for -the ensuing year shall take 

. place before the last day of classes in the spring term. Faculty 
members of. the. Council shall begin their terms af office on the 
followiTng September first. Election of student members of the 
Academic Council shall take place after, the new Student Governme'nt 
Association president" and senate have taken office each spring term 
but before, tK^ first falTmeeting of the Council.. 

Inimediately after, the annqal organization of J:he\Council, the chair- 
person shall publish a list of aU Council me^ibers with* their office 
extensions .and/or box numbers.^ Ea.ch Council member shall be avail-* 
able at least one hour a week for consultation on Council .business. 

C. Officers of J<he Council . ^ . . 

1. All officers shall' hold office for a>.term of one year. 

2. «^ The Chairperson • * . " . 

a.v The Chairperson shall be. the chl,ef liaison officer between. 
% the Council'and the' Administration. , , » . 

. . b. The , Chairperson shall , be the ' responsible 'biidge.ting and ^ - , 
accounting t^fficer, of the Ccmncil^' ' - ' " ^ ' * ^ 

3.. T^he Parliamentarian ' : ' . " \ ^ " ' 

, . ' " ' ' " ! • 

a. The Parliamentarian shall be appointed by, the' Academic Council 
at the first meeting of the a^cademic ;^^ar and shall serve in 
that office for one year. * - , ^ 

; ^ ' " T^e Parliamentarian* shall serve in an*' advisory capacity to the 
Academic Council and, in particurar, tO/ the Chairperson, 
c.^ The Parliamentarian 'shall advise/bVi majtt^rs concerning the 
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. - Constitufion, its By-Laws and on rules of. procedure in 

accordance with Robert's Rules of Order RpvIs pH, (1951) 
; d. _ After receiving the a4vice of the Parliamentarian, the 
, . Chairpei:son shall 'have tliie\.sole authoritv\to decide on 

matters concerning the Constitution, its bVLaws, and 
rules of procedure. Any member of the Acaddfilc Council • 
. ' may appeal , the decision from the Chair." In\ccordan'ce. 

• • " with Robert's Rules of Ordpr, a majority vote sLll ,be 

• ^ required to overrule the decision of the Chair. \ 

e. In the absence of the Parliamentarian, the Chairper^n of 
~ , tj^ Academic Council may appoint, a substitute to servSvuntil 
the returo of the regular Parliam&tarian. 

Member at Large ■ ./ • . 

^''7^' " \ ' * '~ - , 

Th^^Member at Large has the responsibility of coordinating* the 
activities of, committees for the Academic Council. (See Sec G 
of these By-Laws). ' . ' 

The Executive Coiranittee 

The Executive Committee sfifll .determine its own' procedures for the 

Councn''' tJ'' '"f'^:^^- '^^^^^ procedures. must be approved by the • 

f The academic community shall be informed of the meeting 
dates o,f the Executive Committee.; "A regular monthly date should be 
set aside* , 

The Agenda - . , ' 

CI ' " ■ ■ 

1* THe ^submit ting^JQ£ Agenfia -I terns 



a. 



b.. 



Any member of tha Towson State College Community has the' 
right to submit an item for .the Agenda to the Executive 
Committee, ^ * 

All Agenda items shall be submitted in the form of formal 
resolutions. 

c. Agenda items should be submitted -^in writing to the Vice- 
Chairperson of the Council pHor to the Executive Committee^ 
meeting. 

> d. The -ExecCitive Committee is to decide by majority Vote the 

|l4ei of agenda, items to be considered by "the .Academic Council 
All Items must be brought -before the Acmiemic Council, unless 
withdrawn, , within a reasonable time. 

The 'Executive Committee of -the Academic' Council i^s ^'-empower ed" 
to recommend that the Academic CAuntil declare, by majority 
vote, certain apnda items to be. matters ' of great moment.. 
Once so declared, these items AbII be introduced and debated, 
; but may not be voted on until the following meeting. The 
iAcademi.; Council may remove -ai?{ -item from" this status by a 
• , majority vpte of /those present.' " 

■ regularly scheduled, meeting "of the Academic Council 

must be deposited in the college mail system no less than one week 
in advance fo,r distribution to faculty, administrators, and student 



leaders. The agenda must al^o be posted on one public • bulletin \ 
board in eafeh permaneat college builjling in which classes are held. 

3. Written material pertaining to agenda items must be addressed 
to members of the Academic Council and deposited in the college 
mail system not less than one week in advance of regularly sche- 
duled meeting. Each copy of the agenda shall inforfii the recipient 
that five copies of the written materials pertaining to agenda 
items will .be held at' the Reserve Desk of the library. 

4. Changes in the Agenda . . 

a. At the beginning of each'meeting ^of ' the Aca.demic Council, the 
Chairperson sfiall eritertain changes to the Agenda as submitt'ed 
by the Executive Committee. If there are no changes, the Agenda 
shall stand as si^bmitCed by the Executive Committee, 

b. Any changes in the Agenda (additions, deletions, or Special 
Order of Business) shall require a two-thirds (2/3)vote. 

c. Jn cases of extreme urgency, a Member of the Ac^ademic Council 

' may at any time during the meeting risfe on appoint of **Perso.nal 
Privilege" and move , a "Special prdoir ot Bifsiness for the con- 
sideration of .a part iciiilar 'resolution/' This motion shall ta-ke 
precedence over all ofher mot^ions oo the floor^and shall require 
a 2/3 vote for passage. Once as a "Special Order of Business" 
the proposed resolution, shall take precedence over. the regular 
agenda. ^ " ^ * ^. 

5. Structure-of the Aglenda - The Agenda shall have the following 
structure; " , ^ 

./a. Call to Order - The Chaltpersbn 

^ b. Roll Call - The Secretary 

c. Approval o"f the Agenda - The Chairperson 

d. Appr'oval of the Minutes - The Chairperson 

e. Officer's Report (can be any of^ the .following) . ^ 

(X) President of the College ; 

' (2) Dean of the College , \ ■ 

' (3) Dean of Students 

. (4) ^Director of Business and" Finance 

^ (5) Dlrefctor of Institutional^ Development - 

' (6) President of the Faculty/Associ4tion ^ 

(7) President of the SGA ^ ! 

) Ch^irlperson of Academic Council • 

9) Vite Chairpersbn of Academic Council 



f . Old .Business 

g. New Business 

h. Announcements (by any member of the Academic Council) 
Procedures of the Academic Council 
1. Participation of Non-Academic Council Members 
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a. The Chairperson, shjLll have the 'rig'ht to recojgnizfe ■ any mentber 
of the Tow9on Stat;e College tommunity or guest f/or the piitpose 

.i of speaking. „ . ! I I 

b. Any^ Memberf of the' Academic Council may yield thi floor tb aiiy 
member of /the Towson^^State pollege Community or/ guest fcjfr the 
purpose of speaking . 

c. Any membe^T of the Academic ^Council may object io the partici- 
pation of a Non-Academic Council Member. Int accordance with 
Robert's Rules. Qf Order Revised , the Council may be a two- thirds 
(2/3) vote overrule the objection and allow We Non-Council 
Member to speak. 

?. Voting 

The Secretary shajl record the vote of the Council pn all motions.. 
' This record shall be available tp all members- of the academic / 

community. When a roll call vote' is ordered 9n a motion, the 
_ Secretary will publish the results as part of the minutes of 

the m^^ ting. \ J ^ / 

3. Minutes of meeti^lgs of the Academic Council must be (;l^eposited 
in the college mail system no later than one week following 
a meeting and shall be distribu4:ed to faculty, administrators, 

- and studferit leaders. Minutes also must be posted on at least 
one public bulletin board. 

4. The Executive. Gpramittee shall cause a tape recording of each ' 
meeting of' the Academic Council ta be made amd shall baVe it * 
placed in the media room of the library 'for use by any member 
of the college community. ' ' 

G. Coiranittees Responsible to the Academic Council (Stranding Committees) 

1. Committee meetings are ^open to all members ofxihe College 
Community. Non-members may speak at committee meetings 
with the permission of the committee. E:|:cecutive sessions 
of comiriKtees„ at whiah' non-memblers are excluded, are per- 
mi|ttedv but-each time/an executive ^session^ is held, the chair- 

^ person must f ile a statement ^of reasons for such action / 

"with t^e Executive Committee of the'' Academic Council. 

2. The committee year shall be from October 15 to Octobei^ 15^ 

3. All chairperson of committees shall be elected by majqrity, 
vote by and from among th^ membership of the committee., 

^ The term of office shall be one year subject t.Q;^re-ele|:tion. . 

4. A quorum shall consist of one more than half the members 
of the committee elig^ible to vote. No binding action may 
be taken without a quorum present. 
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Committee meetings should normally be conducted informally, 
but commitcfees may, by majority vote, adopt the formal p^ro- 
(jiedures us^ by the Academic Council. 



I 



11 iiolicy /decisions and recdmmendations^ for ^iol^^c]!^ .decisions 
ustl be agfeed upon by majority, v.ote of jthe committee members 
present atj th^ time Q,f the vpte.^ j ^ 

Dulj^ ' elected it appointed hJnbeis of coijunittees sHall have 
the jclghi to /speak arid to Ivdte./^ Ex (pf f tcio ^membefs have 
the /'right! to speak. {' ' I I ^ 



Committees should meWE a't; least/ twicfe d semester./ If the wo^rk 
of the commi/ttee do^rnot warrant meetings this c/fti^n, the 
committee should requests^ the Council t^ consider th^ committee's 
abolition, ^xcept in Such cases where the 'committee existence 
is required by /the Constitution or thq( regulations bf t^he Board 
of Trustee^. / 

' Committees; sh4ll remainlactive during the summer. ^ Regular members 
of ej.ected committees wHb^ indicate that they will be* unavailable 
for committ^fe service duri-ug the, summer shall automatically be 
replaced tot the summer onlyi by that eligible fkculty member who 
received t]Le next highest number of votes in thk last previous 
-election for membership on t^at committee. Regular faculty 
members of appointed committees who indicate that^ they will be 
unavailable for .committee service during the summer sl\all be 
replaced for the summer only by appointment by the President 
of the College from among nominees supplied by the Pr'esldent 
of the Faculty Association, or student members from nominees 
supplied by the President of the Student Government Association.'' 
These same procedures shall apply when regular members of comm- 
ittees take sabbaticals or leaves of absence for one year |r lessj 
and indicate that they will be unavailable for committWe slLrvicfe^ 
during that sabbatical or leave of absence:, except th^at thp period 
of replacement shall be for the period of the sabbatical of leave 
of absence. These selection procedures do not apply to m 
divisional promotion and tenure coiam^Uitees since they are 
toj rules adopted by the Academic Counell. on November 6, 19 



ibers ol 
lubj ect 
2. 



Committees may establish subcommittees from amon§ jtheir owJ. member- 
ship or from the College generally. Descriptions^ of such sub- 
c<)mmittees and the names of their members should Appear promptly, 
ih the committee minutes so that the Academi-c Couiicil ^ill become 
aware ©f their creation. 



No faculty member or student may serve bn more than two Standing 
Committees simultaneously. Appeals froii this By-law may be made 
to the Executive Committee of the Council, which may make excep- 
tions. A 
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Typing, dupllcati^ing , and Gtcnographic services, if otherwise 
not available^ shall be provided through the office of the ^ ' 
President of the College i . ' 

When a standing Coraraitt^c is abolislied or a new onfe ^:reated under ' 
the provisions of the Constitution (F, introduction) , ^the action 
shall not be regarded as mi amendment to the Constitution , but, 
as a change in the Byc?Laws . .Any newly created committee must 
draw up a formal statement of its responsibilities- and procedures 
and have them incorporated into the By-Laws as described in the 
Con stitution . 

The Member-at- .Large , of ^thc Academic Council's Executive Committed 
£ihall be /the Council memHer with the responsibility -of maintaining 
tlio committee i^tructure and providing liaison among committees. 

Each corqinittce shall elect a secretary from amon^ its membership. 

' ■ * ■ 

Since committees are agents of the 'Council and draw their authority 

from tlfe Cou^icil, the CoCincil h^s the right to question any committee 

act ion at' any time . So as to pern^it o'r^ierly committee work, such an 

action ^houid be taken as promptly as possible after th^ Member~at 

Large ojE tl/c Executive C6mmittee receives the comjnitte^' s minutes. 

To assist /the Executive Committee* in maintainiilg the Committee 
StEucture/ of 1^ the College, each co/ifmittee shall; 

u \ ' ■ ■ ■ 

Send riotlces of future meetings to the Member~at Large. - 

Send /copies of minutes of all/meetings to the "Member-at~ 

Large wl/thin two weeks after /the meeting. 

Senci, separately froi^ the "mlnutoG , statements of poWcy 

approveti by tlie committee. ' ^ . f * 

Send, to tlio Member-at-Large at least jone month prior to 

the expiration of the dommittee Year, .'an annual report 

wliich s]iun.ld include tliese itepis; 



(1) 

(2) 



(3) 

(A) 
(5) 
(6) 



A statement of 
area of respon.*^ 
coiiinittec and 
commi (, tee * s, 



A summary of the year's activities, 



all policy changes in the commit'teo ' s 
i.hillty Including tliose made by the 



tho 



^m^de py the Council a^t the 



requ(f s ;: ; . . ' 
A stntcmcintj of ^ p(ijnj]i,:i1g work, .matters that are in 
p 1*0 CCC ti and that wiix receive attention in the forth- 

co;nj n,^« year . ' "| ^ - . . 

A st'alcn.unt of prnh3"ems, matters that should receive 
attoiition cithcnby the committee or someone else. 
RocoinpK^ndat i oris for tho . i mivrovc-mcnt of the commit tee 
and Mil.' coiura.Ittcc .structure. 

Attcnriakrfc r^ecorcls of all committee members. 



When v;orkln^', paperc] of Council Committees are no longer functional 
to the Committee, they shal.j be submitted to the College Archives. 
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. H. Respo^aSibilities of Standing Connnittees . 
Academic Standards Committee 

1. To establish all policies governing the Academic status of 
the undergraduate college student, such as classification, 
good standing, probation,- gradua'tion, grading sys^tem, and 
dismissal. . • 

2. To interpret academic policies in marginal cases as re- 
que^sted' by administrators and faculty. 

3. To approve or disapprove student appeals: 
a. For unusual or special programs in all Academic 

Sessions of the Colleg^^. ^ 
• )d. For parts of programs to be taken at other institutions. 

c. For any exceptions to the degree' requirements because jof 
unusual circumstances. ' 

d. . For reconsideration of, any decisions made by the CommjLttee- 

These appeals are submitted by the student through the 
Registrar, the Secretary of the Committee. 

4. To approve or disapprove departmental recommei/da.tions foif 
granting creditf toward a degree for relevant Educational! 

• * and professional experience completed prior to matriculation 



at the College. 



// 3. To*approve or ^disapprov^ all cases of readml^sioh to the' College 

- and of transfer from Ar^ts and Sciences to tkachi^ Education/ or 
the reverse. , 
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6. To establish policies relating to ainy other academic standards 
of the College. - / | 

.Admissions Coraratttee I ' ' 

' ■ ' . • 

1. To/ establish policies; regarding admission of undergraduate 
students. - * ■ ' r i 

I • • : 

2. Tp implement policies that will attract students through 
ihnovative admission; programs and also serve to enhaijice 
the image of the Coljlege. 

3. To establish policies tfhl^f'^i^lll implement goals reaf/f irm %he 
commitments -of the-College, such as integration and academic 
excellence. 

4. To establish'policies under which students wi^th special talents, 
but lacking certain requirements, may be admitted to the College. 
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5. < To encourage studies relating to the quality of entering students, 

causes of failure, voluntary withdrawals, and similar ' concerns , 
which may be relevant to admission^'policies*. 

6. To review' and study research relating to the quality of entering 
studeryis and to utilize the findings in establishing j^ddltionaj. 
or revised admission policies. . • 

7. To review all cases referred to the Committee and to make xe- ^ 
commendations to thie Director of Admissions for consider a pipn 

in making . final'declsions in specific situations. 



Curriculum Committee ^ . 

1. Approve all undergraduate courses, progrfi/ms and credit ^Learning 

experiences; to read and note all graduate'' courses, .programs and ^ 
credit learning ex^periences and changes therein. 



2. Maintain the official College file of ^pproA/ed courses ^ programs 
^nd credi^t learning experiences. 

3. Coordinate all durricular activities. I j 

4. ^ (Coordinate the-iefforts of deE^artments/ involved Ixi developing 

n^lnterdisciplin^ry programs; . 



5. Study the overall curriculum of the College and identify the aareas 
where s'trengthening is'needed. ComiAssion, if need be, studies to 
determine the feasibility of changing the curriculum in various ways 

/ ' .. ' * . 

6. Establish policies for carrying out the functions pi the committee. ^. 

i . ■ > 

College Prjomotions an,d Tenure Committiee 

To administer the system; of faculty evaluation by implenHenting the 
/ provisions set forth in /t lie document "Faculty Evaluation at Tbwson 
State College." ,/ , > _ - ^ 

Faculty K^earctf Committee ^ ^ 

,1. ' To acquire financial Support for faculty research whenever possible. 

2. Tb establish criteria' and guidelines "^or the distribution of support^ 
funds, and to award these grants basied on the review^o^^reseai 
proposals. ' 

3. To advise faculty as to the nature pf fundable research activities. 

4. To further Towson State College as an institution which encourages 
and supports research. ^ 

5. " To review and monitor research projects that involve humkn subjects 

and which are the responsibility of Towson State College or the 
Towson State College Foundation. 
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Fiscal Affairs Committee 



Lon^ Range Planning Committee 



■'•I ; . 
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• ; . I ; ■■/ ; 

Or ad ua t P r'o ^ r anis C o ^jn 1 1 1 e e 

"•■-J ■ 7 * ^ / • ' 

1. Es-tobJ/ish policy in the areas (\f admissions, curricula. 
degr^es^,--tiie^hdsis, ^tandards , and bth&r gener£|.l riiatters; 
and' advise the Dean oi Graduate Studies op theii,.^dministra- 
o tioa.. - ^ " Z*^ 

2. Propose' to tly^--diy)aftiil!er^ cond'erned the changes in the ' 
graduate studies p>o^g^::^m that will serve the needs of thp 
College and s^ifeiiilt to the'^u.rriculum Committee to read 
arid nor^e graduate programs and C0urs„e proposals that have 
received departmental and Gradtfate Studies Committee 

'^ approval. Send to the Aca4emxc Council for approval all' 
gradu^fte prog&rc.m proposals prior to submission to the 
^rrogma Committee of the Board of Trustees. 

3. Assist Departments^ iii tile adequate staffing and funding of 
of thq graduate stUi^a:eis^-;:pT-egrara. 

4. Review'periodicalW the organizatlogq., functions \and 
ef f ecLivene^s iof tjhe ^ntire graduate Studies program. 

^explanatory ^ Notes /: / 

,/ / 7 

/The Comnu.ttoe will he exiected to develop pollc^ies in the various 
fesponsiblJity areas by J^orking closely with the Dean of Gfaduate 

( StxidirrTand assicn^d dophrtmontal rcpropcntativcs . * It is anticipated 
that delaJIs df stud-qnt admirisions , devQlopmcnt of curriculum and 
degree prograiris, and thpis advi5jlng and "reading vl'll be the 
responsibiJ itifes of the graduate pro.gram>.oordinators and f^ijJC%!f 

The chief aSministratiA/e officers of the Collegg^rfd^'^he depart- 
ments should inform th4 Committee of needed clTanges'"in the .graduate 
studies program. The Commit toe shpju-M make- an attemp t to keep 
Infonned of^KJw devcloptnGnts ^nd" literature in the area of graduate 

programs . ' \ r " 

Vjasic i.tnndard.s for the staffing of the graduate studies, program ^ 
wi3i be dctieiTnlned by j the Qohunlrttee and periodic checks made -tcr ' 
vorjfy tlio 'mrvLTUenniire of desired standards. 

Id t'£J[^ilLl-i-'ill!}-L<^ _ ^ ^ ^ c C c^mm i 1 1 c e 

1. To rf>^.d(>w, discuss, and' a|i])rove the budj>ct of the Inter- 

r.ollt5,^^,inte~-Inrr::inura] Prc>[>rnr«i aij subiiii t f.ed by the dir^ectprs 
for men's and women's athle l ics . ' ..The Budget will them be 
prcsr-TiLod to Dto nnmbcrs of the Student Service Fee Board for/^' 
tbeli considcraL.i.on. - 
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e:M:.iblisb all pbM.cy d(^a]^n8 with gate toceipts 
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3v To discuss and ^pprove a formula- for travel allowances 
/ 'submitted by ttie\^ director s of athletics. 

4. To provide for ari: orderly procedure for transferring, funds 
from opa category of the budget to another. 

To |ix limits of overnight travel allowances, 

6. To periodically discuss eligibility rules vfclth the 
^. « Director of Athletics to insure that they are enforced, 

7* To provide for recruitjnent ^and public relations allowances 
in the budget. . ' 

8. To become informed about the awarding of athletic scholarships, 
at ToJson and the source of funds n&cessary tp administer the 
•progi/am. 

' / ■ • 

9. To check with the directors of athleticj^^^o guarantee that the"" 
coaches have been assured that all participants in intramural and 
intercollegiate athletics at Towson jS^tate College have adequate 
insurance coverage. 

10. To be informed by the directo^j^^of athletics ' that all participants 
' ^in intercollegiate athletics/have physical examinations before the 
sport begins. ' . 

11; To set limits on the ^Jze of teams that are involved in inter- 

' collegiate athleti^cs/t'^ , ' 

./ . . ^ ; 

12. To see that coaj^fies are aware of the necessity for all participants 
in intercoll^iate and intramura]^ athletics to uphol^ the code of 
ethics developed by the Committee". 

Library Cotoiittee 

General Purpose: 

The Committee serves as 'a policy-making body ^nd in an aclvisory / 
capacity. Its function is t(/> consider how the Library may best serve/ 
the Towson academic community. In this regard, tljie Committee serves 
as a focaX poiat for presentation ^and discussion df the needs and de- 
sires of the fa^culty, the students, and the Library and make recommend- 
ations for the 'improvement of the operation and fkcilit^es o'f the ^.Library 
The Committee does^ not concern itself with supervision of library personn 

Special Functions:^ 

1. Study Library needs in vi^w of the academic program, establish 
general library policies, and advise the Librariaft regarding 
the devglo^ent of library resources, and means which may best 
integrate the library program with other academic activities of 
.-tfie College. > . 
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Serv^ as iiaisbn between the Library and' the faciAty and 
students, and represent tlie library's interests to. the 
college commun^t^. " ' ' 

3. Receive from the Librarian the budget request /or the fiscal 
year indicated and make recommendations, 

4. Consult with the Librarian and advise on the/^policy by which 
the college library budget will be allocated. 

5. Recomnjend plans for the development or ejipansion of facilities 
^ and services, and encourage greater use M the library within 

the college community.- 

Public Programs Committee V 



Duties" of Committee Members 

A. Develop ptogram consisting of: 

1. public performance series 

2. lecture and exhibition series 

3. gn^ograms jof departmental interest 



B 



Develop systematic method of evaluation for all programs. 
Budget ' ' 



A. Developed, by chairperson, reviewed and approved b/y the 
. .committee ^d submitted to college authorities for re- 
view. and pr^esentatioit to legislature- ' ' 

B. .Internal budget for each program is developed and approved 
by the committee. « ^ 

C. '.ghairpersoa submits a curtent budget breakdown to the 

committee on a bi-monthly bajsis. 

^1 

D. Chairperson communicates wlc^i each departmel4al contact^ 
on status of that department's Public Programs budget at 
least each semester. ^ 

Technical Functions . 

A. Contracts . ^ ' 

1. A written contract is required f or; all artists t;7ho 
appear on campus and are pai^ / 

2. In general, the artist or akent ij required to submit 
the contract 
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Where a contract from the artist or agent is not 
available, a contract is initiate?| by the committee 

Contracts are reviewed by the chairperson, initialed 
by the chairperson, and signed by the Vice President 
for Finance and Management or the Vice-President for 
Student Affairs 



B. House Management 



HoiTse raana|;ememt for events will be arranged in coop- 
eration with the office of Special Services and .will 
include any or all of the following: the Coordinator 
of Special Services will have final responsibility ^ 
for apeomplishing any or all of the following as re- 
quested by Public Programs: 

a. reserving facility 

b . ushers \ 

c. lighting' 

d. audiovisual 

e. stage manageftnent . j 



f . special s6t-ups " 
g/ receptions. 
Changes in Policy Statement 

A. Itgps I.- III. Ire subject to annual review and revision by 
£he Public Programs Committee ^ 



Student Rights and Responsibilities Committee 



This Committee shaj^l devote itself- to the safeguarding and 
effective iriiplementatioa o£ the rights^nid freedoms of students 
at Towson State College, a/s well as to tSe recognition of student 
respoapibilities on qampu^. It shall prepare a code of these 
, right! and responsibilities. ' • . 

The '"^rommittee shall serv^ as an instrument for^^the expression of 
"Student grievances concerjiing any and all college ma-tter's and 
.for their judicioqs investigation. "It shall hold/ hear ings, collect 
evidence, deliberate and issue recommendations/f o the Academic Council 
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Summer .and Evening Program's Gommittee ' \ 

•• ■ . ■ ^ - - ■ . . ] 
!• Approve policiea relating to eVening and suminei| 
school pro'grams and faculty.* \ \ 

2. Establish new ^programs " | 

3- Plan n^w ^reas or populations of involvement for 
the evening and» summer prlbgrams% . " 



A. Work wi-th other college cfommittees in those areas of 

concern to the evening and suifnmer prograins- 

^ ■* / ' " ' 

^ • / 

5. Establish periodic evaluations of the evl^ing and 
summer programs. ^ ^ 



Executive .Committee of the Academie Council 



1. Meetings of the Executive Committee shall be phaired 
by the Vice-Chairperson of the Council. ' ■ 

Z. Items submitted for the agenda of a Council meeting 
^> shall be acted upon separately by tbe^ Committee. Each 
item shall be judged as to appropriateness of ^ wording; 
e.g., it in a fqrm that the /Council can act upon. 
If in the judgment of ejte Qotmnittee,. an' item, is in- 
appropriately worded, it wilJL* be returned to^ the sender 
" with 'Suggested . rewording. The slender may resubmit it 
without change which will oblige the Committee to place . ^ 
the ite^n" on the agenda as is. ^ ' _ , 

3. Tihe Comm^itt'ee decides upon the order of items in the 

agenda as <lirected Un the By-Laws , E, 1, d. ' ' ^ 

The Committee will initiate emergency action on]Ly after ir 
^ has formally declared that an emergency exists./ Thi^ will 
require a majority vote oi the voting members of the Coi^mittee 
A record of this vote Mil be igiven to 'the Coujficil at the 
nneeting in which the emergenc-ir action is reviewed (Constitu- 
ti^n/ C, 3 , c . ) 

5. A qu(5>rum*of the Committee* shall "consist' of 4 voting members. 
Faculty Hearing Committee , ^ ' 

l: Responsibilities, ' v 

• ■ . ■ - / ■ < 

The Faculty Hearing Committee has the responsibility of 
-en^^&^g ..academic^ due^protie^ss and academic . freedom at Towson • 
StaSinio liege. 'It sei^Ves these ends: first, by performing^ 
the duties assigned'fco it by Article Two,^ Section Three,: and 
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Article Three of the < ^'Regulations and Procedures Governing Academic 
Fteedom axid Tenure in the' Maryland State ColJ^eges Under the Juris- 
^diction. of the Board of Trustees of the State- Colleges" and by 
Section G and Section H of the .''^Towsoij State College Constitution"; 
and, second, by establishing such other policies and procedures as 
may b^ both consistent with fehese two documents and necessary for 
the effecr'ive conduct of its tjusiness.. 

2/ Chairperson ^ . ^/ 

A. The chairpersdn shall call and preside at meetings of/^he 
Committee. - - /, y 

' • . / . . - ■ 

B. The chairperson shall conduct elections o^ Faculty Hearing 
Panels an4 rule M challenges of Panel members. 



. / 



/ 



The chai^rperson shall serve as the presiding officer of ' 
each Fac/ulty bearing Panel until a Panel chairperson is / 
electee}/ 



D. The chdirperson shall perform sucl?i ot^ier^ti'ties as, may 
be/ assigned from, time to tame by ,the' Cfommittee, the 
Academic .Council, or the- Executive Committee of the 
Academic Council. " ! 

I . . ■ y \ 

3. Meetings r ^ \ ' 

. L ^ ^ ' 

A. Purposes: ^^he Committee shall^^meet to consider poliqies 
and prQ.c^dui?es when requested by the President of the 

. - Coll-e'ge, Jthe Chief Academic Officer, the Mediation- Inquiry 

Cpmmittee, the Academic Councill or a member of the Committee 

B. Voting: Except where otherwise \provided herein, decisions ^- 
of the Committee must.haVe the approval of two-thirds of 
its members, the chairperson havi^ng the right to vote. 

4. Elections 

Elections may be conducted' by mail or \iuring meetings of the 
Committee. 

5. ^;aculty Hearing Panels ' 

. ^A^ Responsibility: The responsibility of each Faculty Hearing 
. Panel i6 to hear a case involving alleged violations of 
^ academic due process or academic free\^om when so requested 
by the President of the College, the Chief Academic Officer, 
or the Me^liat ion- Inquiry Committee and to make a report of 
its findings as provided in the documents mentioned: in the 
introduction to these by-laws. 
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B. Eligibility for_ Election: Neither^he chairperson of .the 
Faculty Hearing Committee nor a^m ember of the Committee 
who tias been* previously involved in the case -to be heard 
may be a .member of a Panel, i{or may a ^jiember of the Comm- 
"^^'ittee who has been previously involved in the case to be 
heard vote for m^fmbers"" of a Panel. 

*C. Election: Eath Committee member eligible to vote shall 
. i vote for five eligible members. The persons receiving 
the f ive-^Xighest nui^bers of votes shall constj^tute a ^ 
Panel, :>tfies being bi^oken by a subsequent bali'ot. "Should 
a ch^lenge of an elected Panel member be upheld, the 
person having the Aiext highest vote in the election shall 
^become a member . /,Shou/Ld valid challenges exhaust the ^ 
dumber af Pacult^/ Heading C^ommittee members eligil^le fpr 
^ Lhe election, t]jiq chairperson /of the Committee shall 

^' ^ . 'secure frqm the/ ch^air^erscm of the Election^' Committee 
the name^ of Faculty meptMrs eligible to serve who re- 
ceived the next highest niumber of votes but failed of 
election at the last election for members of the Faculty 
' Hearing Committee, such faculty members to^ serjve on a 

Faculty ^anel in the order of the highest number of votes 
received in that election. 

D. Chairperson: Each Faculty Hearing Panel shall elect a 
charrperson by majority vote and shall determine the duties 
of the office. 

E. Procedures: Except where explicitly pro|:iibited By the 
"Regulations and Procedures Governing Academic Freedom 
anci Tenure in the Maryland State Colleges Under tjhe 
Jurisdiction of the Board of Trustees of the State 

" "Colleges," each Faculty Hearing-Panel shall follow the 
procedures described in Sections '5 and 10 of the "1968 
Recommended Institutional Regulations on Academic Freedom 
and Tenure" of the American Association of University 
Professors. 1 Each Panel may also establish such addi- 
tional procedures as are both necessary for the effective 
^ conduct of its business and consistent with the documents 
menti(Dned in the immediately preceding sentence. 

Changes in' Standing Commit t;ees 

1. ' There shall be a de^ignatee i)f the President of the College 

entitled to atjtend all meetings of the Student's Rights and 
Responsibilities Commit^tee. . . 

2. There shall be a designatee otf the President of the College 
entitled to attend all meetings of Che Summer and ^Evening 
Programs* Committee. . , 



3, The College Union, Bookstore, and Housing Coiranlttees were 
replaced 6 March, 1972 by the Auxiliary Services Board. ' 
For a descrl^ptlon of the Board, s^e the Constitution, 
following Section I. For a statement of the duties of • 
of th^ Board, se'd Section J pf these By-Laws. 

4. The Fiscal Affairs and Planning Coiranlttee was replaced 
by action of the Academic Council 6 March, 1972 by the 
Fiscal Affairs Coiranlttee and the Long Range Planning 
Commlttfee. For descriptions of^ the committees, see the 
Constltiljtlon, following Section i. , 

Auxiliary Services Bpard . . ' 

/The duties of the^^oArd sjtiali be a§ follows: 

li To m^et at;/least onc^ each s|emester with the Director of 

Auxiliary Serviced at which tjlme the. Board would be ipprlsed 

^ of the Auxiliary Services being provided and ahy proposed 
changes . ^ . ^ 

2. To give advice and opinion \o the Director o'f Auxiliary 
Services. , * * ' ' 

3. TP bring to the Council's attention, by majority vote of 
tlte Board, areas of concern about the operation of auxiliary 
services. o . * 

4. To submit an annual report. In May, to the Council describini 
the status of the Auxiliary Services. 

A.A.U.P . Statements 

Section H of the Towson State College Constitution provides 
that the following documents shall be part of the By-Laws: 

1. The AAUP 1940 s'tatetaent on Academic Freedom* and subsequent 
statements on Academic Freedom, tenure, and dismissal of 
faculty members. ^ 

2. The AAUP 1966 Statement on Governance of Colleges/^and 
Universities. . 

3. The Joint Statement on Rights and Responsibilities of 
Students. ' ' , ^ 

These documents are to be found in the pamphlet '*AAUP Policy 
Documents and Reports, 1973 Edition" as follows: 
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'1. Academic Freedom and Tenure, 1940 Statement of Principles and 1970 

Interpretive Comments . ... . Page 1 

2. Statement dn Procedureal Standards in Faculty Dismissal Proceed- 
ings ^ ............... . Page 5 

3. Procedural Standards in the Renewal or Nonrenewal of Faculty 
Appointment, n. .. . . ' i*. , . Page 8 

4. The Standards for Notice of Nptyreappointment . i .1 . . . \ . . Page 13 



5. .Committee A Statement on Extramural Utterances . . Page^l4 

6. / 1972 Recommer^ded Institutional Regulations on Academic Freedom 

and Tenure Page 15 

7. Statement on Prof essprs ^and Political Activity Page 21 

8. Faculty Appointment and Family Relationship . ... , . . . .Page 23 
9~. Academic Freedom anS -.Tenure In the -Quest for National Security Page 24 

10. Report of the Special Committee on Academic Personnel Ineligible 

for Tenure • Page 30 

11. Report on Retirem^t and Academic Freedom ............ Page 33 

12. Statement on Government of Colleges and Universities Page 35» 

13. Joint Statement on Rights and Freedoms of Students ...... Page 67 
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C ONSTITUTION 
OF THE 

FACULTY senate" OF THE STATE COLLEGES OF MARYLAND 

' '■ 7 

In order to provide for participation by the l^aculties of 
the Maryland state colleges in the formulation of systemwide 

?olicy relating to the colleges, there is hereby created the 
acuity Senate pf the State Colleges of Maryland (hereinafter 
referred to as "the Senate") . 

' ARTICLE I ' / 

Section 1. Purpose / 

It shall be the purpose of the Senate to selrve as the official 
voice of the faculties of the Maryland state colleges in 
matters of systemwide concern; to consider/matters concerning 
systemwide policies and to make recommendations thereon to 
the Board of Trustees; and to assume such responsibilities 
and perform such functions as may be delegateA^o it by the 
Board of Trustees of the State Colleges. — 

ARTICLE II /' 
Se ction 1. Eligibility to Vote . 

All full-time members of the fa^culty *at each college shall be 
eligible to vote in elections held for the purpose of electing 
or recalling Senators from that college and(' in elections 
held for any of the purposes set forth in Article V, Section 1 
and in Article VIII, Section 2. . 

Section 2. Eligibility to Serve as a Senator 

Any full-time member of the faculty of a college shall be 
eligible to serve as a Senator from that college. 

Section 3. Membership ; , 

The membership of the Senate shall consist of: 

(a) two Senators elected from each college regardless 
of its size ; and \= 

(b) one additional Senator elected from each college for 
every two hundred faculty members or fraction 
•thereof beiyond two hundred in such college.. 
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Section 4. Represent«ition for New Colleges 

The faculty for each college newly incorporated into, the 
state college system shall elect its first voting Senators 
in the Spring of the college's first academic year following 
its incorporation into the system. ^ At any time after 
incorporation of the college and prior to the time the 
voting Senators take office, the faculty of the college may 
send a non-voting representative to meetings *of the Senate. 

Section 5. Elections 

Senators from each college shall* be elected by a majority of 
the votes cast by the faculty of such college. In any year 
in which an election shall be held at any cdllege, the election 
results shall be certified to the chairman of the Senate and 
the Board of Trustees by the president of such college on or 
before'May 1; and the Senators shall take office on or before 
June 1 . 

S ection 6. Terms of Office 

^ A Senator shall be elected to serve a term of three years, 
except that the Senate shall establish the le^gth of the 
initial term of each Senator at the first meeting of the 
Senate. The Senate shall establish at that meeting appropriate 
procedures whereby approximately one -third of its members 
shall be elected each year. A Senator shall be eligible for 
re-election with the restriction that at least one year must 
elapse between the end of his second consecutive full term and 
|the beginning of a third full tetm. 

Section 7. Vacancies 

In the event that an elected Senator shall be absent for one 
semester or longer, the faculty of his college shall elect a 
substitute who shall serve- foy him during his absence. In 
the event that, an elected Senator shall' die or resign from 
the faculty of his coljlege or from the Senate, the faculty 
of his college shall elect a successor who shall serve for 
the remainder of his term. 

i 

Section 8. Recall of Senators 

A Senator may be recalled by a faculty of a college if, in 
a special election held for such purpose, a majority of the 
full-time members of the faCulty|^of such college vote to 
recall him. In such event, a su&cessor shall be elected 
who shall serve for the remainder\;^his term. 
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Section 9\ F aculty Defined 

As employed in this Constitution, the term "faculty" shall mean 
th^t group of persons at each individual college which are 
recognized at $uch college as constituting the faculty thereof. 

# ARTICLE III 

Section- 1. Nam^s of Officers 

^ W ] ~ 

There shall be a President^of the Senate, and such other officers 
as shall be specified in the By-Laws. 

Section 2. Duties of ^""officers 

The time and manner qt election, the length of terms and the 
dutiis and responsibilities of officers shall be specified in 
the By-Laws . ^ ^ 

ARTICLE IV 

Section 1. Meetings ^ 

s. - 

there shall be at least four meetings of the Senate during each - 
academic year,. Additional meetings may be convened by the 
chairman of the Senate, or by procedure which shall be specified 
l^y the By-Laws . 

Section 2. Voting 

"I 

A quorum shall consist of a majority of the membership of the Senate. 
Action shall require the approval of a majority of those present and 
voting. Voting by proxy shall not be permitted. 

ARTICLE V 

Section 1. Referendum 

Any recommendation adopted by the Senate shall be referred to the 
faculties of faculties of the Maryland state colleges when resolu- ' 
tions requesting such a referendum are adop£ed by a majority vote of. 
the faculties of at least one-third of the colleges, ot when forty 
percent of the membership of the Senate support* a motion for such 
a referendum. Approval of recommendations so referred shall require 
a majority of the votes cast in systemwide balloting held for such 
purpose, provided thtt forty percent or more of the electorate of 
each college participate in the balloting. 
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ARTICLE VI 

I , . ■ 

Section,!. Conanuni cat ions with the Colleges 

i • 

In order to provide adequate communications with the faculties 
of the several colleges, the Senate shall circulate to th £__^- 
faculties and to the president of each college materials 
relevant to the activities of the Senate, such as agenda for 
and minutes of its meetings, committee reports and information 
on pending matters. 

Section 2. Recommendations of the Senate 

All recommendations of the Senate to the Board of Trustees 
shall be in writing and shall be forwarded to the Board of 
Trustees at its principal office or at such other place as 
the Board of Trustees may designate. 

^ ARTICLE VII . 



Section 1. By-Laws 

The Senate may adopt By-Laws consistent with this Constitution, 
provide for committees, and establish its own rules of 
procedure. 

Section 2. Rules of Order 

Unless otherwise provided in this Constitution or in the By- 
Laws . the rules contained in Robert's Rules of Order Revised, 
as copyrighted in 1951 by Isabel H. Robert, shall govern the 
procedures at and the conduct of the meetings of the Senate 
and its pommittees. ^ 

ARTICLE VIII 



Section 1. Amendments 

Amendments to this Constitution may be proposed by the Board 
of Trustees, or by a resolution adopted by a majority vote 
of the faculties of at least one-third of the several 
colleges, or by ajmajority of those present and voting at a 
meeting of the Senate. ^ 

Section 2. Ratification of Amendment 



Ratification shall require a majority of the total vote cast 
in a systemwide referendum and' a majority of the votes cast 
at each of a majority of the colleges, provided that forty 
percent or more of the electorate at each college participates 
in the balloting. 
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Section 3. Adoption of Amendments 



Amendments shall become effective upon ratification by the 
faculties of the several colleges as stipulated in Section 2 
above, and upon approvfl by the Board of Trustees. 



This Constitution shall become effective upon adoption of 
SMe by action of the Board of Trustees. 

Section 2. Term 

Once adopted, this Constitution shall remain in force and 
effect, as amended from time to time in accordance with the 
provisions of Article VIII, until such time as it is terminated 
by law or by action of the Board of Trustees. 



ARTICLE IX 



Section 1. Adoption 
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APPENDIX D 

. ,' . ' • . Constitution and By-Laws 

... ' ' TOWSON STATE COLLEGE CHAPTER . . 

AMERICAN ASSOC TAT I ON OF UNIVERSITY PROFESSORS/FACULTY ASSOCIATION 

ARTICLE \. ,,NAME AND PURPOSE^ 

A. Name . The'name of this organization shall be the Towson St^te College Chapter 
of the American Association of Universi ty Professors/Facul ty Association. ^ 

B. Purpose' ^, The purposes of th i s' organ i zat Ion shall be to ^ 

0-r\ represent the professional interests of the Faculty of the College, 

2^^ advance the standards, ideals; and welfare of h^oher education, 

3. ser've^ when properly elected, as the collective bar^lning agent and 
exclusive representative of the faculty, 

^./^Knprove the teSrms and conditions of employment for t^ faculty. 



ARTICL€)IK MEMBERSHIP AND DUES 




^lere shall be two categories of membership contlngeht solely upon the. payment of 
appropriate national and local ^ues. These are: 

A. Active Membership , An Active Member is any faculty member employed by the 

College with, primary responsibility for classroom teaching who has applied for 
membership and who has paid or is paying national and local dues. Librarians, 
elected department chairpersons, visiting lecturers , and part-time Instructors 
aVe included in this definition. Full-time members of the College 
Administration and c I ass i fi ed employees of the' Col lege 'are excluded. Only 
active members may vote tn the elections of the Chapter, hold elective office 

. in the Chapter, or in other ways be concerned with the Chapter as a collective 
bargainlRg agency. ' ' ^ ' 0 * , 

B/ Non-Bargaining Membership . A non-Bargaining Member is a facul ty» member as 
defined in I I, A. who has not applied for AAUP membersh 1 p or who declines "^to 
:\ pay local dues. Non-Bargaining M,emberjs are entitled to parti c'lpate tn^Chapter 
activities, including servtce'on Commi ttees , but may not vote'ln Chapter 
elections, hold elective office in the Chapter, serve oh the Steering 
Cdmrplttee, nor ot-henvise participate in the col lective. bargaining actlvltlejs^ 
of the Chapter. - V , 

C/ Dues . A combination bf national and local du3S shall be annually proposed 
" y by the Executive Committee and shaJ.l be approved by a majority'of the voting 
/ Active Members ,.ei ther ^t a meeting olF the Chapter or by mail ballot. 

ARTICLE Ml.. OFFICERS OF THE CHAPTER 

A. TheChapter shall have a President, V i ce-Pres i dent , Secretary , and' Treasurer 
elected for two year terms. . , 
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ARTICLE m. OFFICERS OF THE CHAPTER (continued) ^ 
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B. The President and Vice-President shall have the duties normally associated with " 
these offices., The President shall call and preside over Chapter meetings. 
Executive Committee meetings, and shal J serve as d member of the Steering 
Committee^ He/shp sbalKserve as an ex-officio^ non-voting member of Chapter 
committees. He/she shall appoint and nominate membership to Committees. The 
Vlce-pre^ident shal 1 serve as a member of the SteerlngiComml ttee and shall l<eep 
the Executive Committee informed as to the activity of Chapter Commit^tees. 

■ i . , ' ■• 

C. The Secretary and Treasurer shal 1 have the duties normally associated with these 
offices. The Secretary shall l<eep the minutes of meetings, maintain the official 
records of the thapter, conduct the Chapter correspondejnce, and keep merfibership 
records. The "treasurer shall be responsible for safeguarding and disbursing the 
Chapter monies and shall present an annual financial report. The Treasurer shal 1 
present a copy of the Chapter banl< statemient to the Executive Committee on a 
mOTtthly basis. If the administrative duties of the Secretary or Treasurer are 
performed by a paid emp)oyee(s) of the Chapter, the Secretary or Treasurer shall 
ensure that such duties are peVformed properly. 

Aj^TiCLE IV. OUT^IES OF THE EXECUTIVE COHMITTEE ^ „ . 

A. The current Chapter officers shall compQse the Executive Committee* The / 
Executive Conwittee may invite non-voting, consulting members to aid in Its 
deliberations. 

B. The Executive CoWilttee shall act for the Chapter in carrying out the purposes 
of the Chapter, sl^l 1 present annually, subject to ratification by thfe Active 
.Membership, the schedule of dues and regulations goverrtti>g their payment, /shal 1 
establish committees of the Chapter, shall determine the Agenda of Chapter 
meetings and properly inform the membership of the substance of Agenda Items, 
and shall convene special meetings of tH% Chapter. Committee appointments and 
nominations made by the President shall be ratified by the Executive Committee. 

CJ - , . 

C. The Executive Committee shall advise the membership on matters of faculty rights 
and responsibilities. It shall present to the membership nominees for election 
to the Steering Comm^lttee. Any action taken by the Executive Coninittee may be 
overruled^ by a majority vote of those voting at a meeting of the merrtbershlp. 

ARTICLE v.. MEETINGS AMD QUORUM - 

A. Chapter meetings sllal 1 be scheduled so that the membership may vote on Important 
issues. At "least one meeting shall be held in each of^the fall and Spring 
semesters. 

B. The Executive CdRmiittee must call a meetin^upon being petitioned by \0% of the 
Act ive /Members to do so. . . 

•, .. ■ ^ 

C. Regular and petitioned meetings shal 1^ be called at least one week prior to the 
meeting date; meetings for changing the Constitution or BY-LAWS require two 
weeks notice. If the above advanced notices are given, jio quorum of the 
merrtbershlp need exist. If the notices are not given, 50^ of the Active Members 
must be present' in order for action to be taken. Meetings shall be called at a 
time and place reasonably convenient to the faculty. 



ARTICLE V. MEETINGS AND QUORUM (conti nijed) \ ■ * , 

-r- - — ' . , \ - • ^ . 

0. Except where supplanted in the Constitution or BY-LAWS^- the conduct of meetings, 
shall be governed by Roberta' Rutea of Orders' Reviaed. . ' 

ARTICLE VI. THE STEERING COMMITTEE ^ . - • " 

A. The Steering Committee shall be responsible for corfducti ng~^th€^on ect l*ve 
bargaining activities of the Chapter". . It shall, have the power to make poTi^y 

" decisions in achieving the barg^iijing goals of the Chapter. . It-shall act as 
• authorized and dlrected^by the membership and shall, secure legal advice where 
. -.appropriate. The Steering Commi ttee. shal 1 have the authority to appoint special 
service committees for researc>i, analysis, or other purposes related to 
collective bargaining- The'steering Committee may authorize disbursements of 
Chapter funds subject* to the ratification of the Executive Committee. Actions 
' of the'steering Committee Shall be submitted to the Executive Comm.ittee for 

review. Any Steering "Commi ttee action may be brought to the membership by the 
Executive Committee for ratification. \ 

B. " The membershiiJ of the Steering Committee shall be as follows: V 

1. The ^Pres ident and (/ i ce-Pres i dent of the Chapter. , \ 

,2*" A representative of the Council of Department Chairpersons. . \ 

3.' A Collective Bargaining Coordinator appointed annually by the Presldent\ 
. .subject to the rati f Ipat'ion of the Executive/ Commi ttee. 

/ • 

f». One Active Member frpm each of the academic iJlvision? of tfTe College. 
These members shall be elected in the Spring semester for one-year terms 
by a vote of the active members of the Chapter. Vacancies occurring 
betiyeen elections s^all be filled by appointment by the Executive Committee. 

C. The Steering Committee shall sol ici t th§ views of the Active Members and shall 
keep the faculty apprised of 'col 1 ect Ive bargaining developments. A majority ^ 
vote of the Active Mefinbers present at a meeting called for the ^urpdse shall , 

be necessary to ratify contract or other terms agreed to aft<!r negotiations., . . 

The Steering Committ/ee is .author ized to es'tabllsh a Negotiating Team ;f or the'' 
.purpose of bargainirtg with the College and/or State of Maryland. -The, compo§ i - • 
tlon and size of the Negotiating Team shall be at the discretion of the Steering, 
Committee. The Negotiatjng Team shall disband upon ratification of terms agreed 
to as ^1 result of negotiation. The team may be? advised and/or accompanied by 
le^al counsel. T^e- Chapter President may participate Irt planning and negotia- 
tion whether or npt appointed to the Negot I at i ng Team. The Negotiating Team is 
not authorized to approve, the disbursal af funds but may request such approval 
^from the Steering Committee. • . ^ 

ARTICLE VI I .COMMITTEES ' "° ' 

— ' ■ ■ s 

Chapter commH^t«es shall be establ ished as described in the BY-LAWS. 
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ARTICLE Vm. DEPARTMENTAL REPRESENTATIVES 



B. 



The Chapter shall establish a structure for departmei^tal representation. Each 
depiarrt mental representative shall be an active member of the Chapter. The 
departmental representative wMI be selected In a manner satisfactory to both 
the department and the .Chaptec. 

Each departmental representative shall be responsible for fiaison between the 
department and the Chapter, for advising the Executive Commi;t tee and Steering 
Committee on problems or questions raised by the department'^ and for handling 
AAUP matters In the department. ^ 



ARTljELE IX, AMENDMENTS 

Amendments to this Constitution may be proposed by any Chapter Member with support 
of 10%'of the mentbershi p and must include reasons for adoption; A special meeting 
for the purpose ^f approving amendments must be called within one month of their 
recesjpt by the Executive Comrolttee. The membership must receive two weeks notice 
pf the meeting and the call of the meeting must Include the reasons for adopting 
t^e amenclnients. ' \ 



April 197* 
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By-Laws 



I. ELECTIONS 

1. The annual Chapter election will be^ held at the April Chapter meeting. 

2. The Executive Committee shall determine the date of the election and 
shall announce saf^ie to the faculty at least six weeks In advance. 

3. The elective vacancies on the Steering Committee shatl be filled each 
year In this election. ^ 

k. The election of Chapter off icers shal 1 occur on alternate years. 

5. Candidates for Chapter offices and for positions on the Steering Committee 
must be active members of AAUP (as defined In the Const i tut I orr) as of 
March 1 of the efection year. ^ 

6. There shall be no i imitation as to the number of consecutive one-year 
terms that a person may serve on the Steering Committee. 

,; ■ . . A ■ ■ 

7. No persori shall serve! mpre \than" two consecutive two-year te.nns In the same 
Chapter dff ice. • r. 

8. The Nominations Committee upon notice of the date of the annual election 
shall accept nominations for theofflces and posittions to be filled. 
Nominations shall be made known' to the jnembefshi p through^he AAUP NEWS 
NOTES and/or other available means not later than three^eeks before the 
date of the election. Additional nominations shall be accepted frqrn the 
floor during the April meeting. 

9. The precise election procedure shall be determi ned 'by th^silExecutl ve 
Committee, but the election shall be by secret ballot at the meeting on 
the date announced. / / 

10. Election to any office or position shall be by majority of those voting. 
In the case that no candidate receives a majority there shall be a run- 
off election between the top two candidates for the vacant office. / 

n. The Executive Committee shall certify to the membership the results of 
each election. r * « 



1 1 , ELECTED STANDING COMMITTEES 

* ■ ' " 

l.-^ There shall be two standing committees (Mediation and Grievance)^ to be 
elected by the faculty at large. The election of persons to serve on 
these committees shall be conducted by the Elections Committee In 
conjunction with the t6l lege-wi de elections for other elected standing 
committees of the College. 

/ 2. All tenured f acul ty ,shal 1 be eligible to serve on these two committees/ 
Terms of service are for three years. 
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III. APPOINTED STAND I NQ COMMITTEES 

The yol lowing are the appointed standing committees of the Chapter and are 
responsible to the Executive Committee. Other standing committees mciy be 
created at a subsequent time. If a need for an additional committee Is 
cA^ermlned, a proposal shall Initiate from or be approved'by the Executive 
Committee and shall be presented to the membership at a regular meeting for 
approval. 

1. COMMITTEE A: To be composed of 3-6 active Chapter members. This 
committee Is to concern Itself with all matters pertaining to academic 
freedom and tenure at the college. 

2. COMMITTEE To be composed of 3-6 active Chapter members.. Committee 
assumes reslpons lb M i ty in matters affecting the quality of teachln^^ 
research; and piubl 1 cat I on. 

X ■ ^ 

3. COMMITTEE V/: To bB^composed of 5-10 faculty members. Committee works ^ 
to remove Injustices of all types suffered by campus women. 

k. MEMBERSHIP COMMITTEE: To be composed of 3-6 active Chapter members. 
Works to Increase Chapter membership. 

5. EXTERNAL RELATIONS/COMMUNICATIONS COMMITTEE: To be composed Of 3-6 
faculty members. Committee serves as a link to other AAUP affiliates 

/ and bodies and to other groups and organizations. Committee also has 
/ a public relations function and will develop Improved means of 

/ cpfiimunlcat Ion for, the Chapter. 

■./> ^ 

6. /Salary and fringe benefits committee: To be composed of 5-10 faculty 
/ members. Committee develops statistical material about the economic 

status of the faculty and Is concerned In all areas relating to salary 
and fringe benefits. 

7. ELECTIONS COMMITTEE: To be composed of 3-6 faculty members. Committee 
/ conducts college-wid^ elections for Academic Council and for any other 

purpose. 

//8. NOMINATIONS COMMITTEE: To be composed of 3-6 faculty members. 

Committee Is responsible for determining faculty interest In various 
college and Chapter committees. Committee proposes to the President 
of the College names of fatuity members as nominees for appointment 
to the standing committees of the Academic Council. Committee also 
solicits nominations for Chapter elections and will make other 
nominations as requested. 

^ '\ . ■ 

IV. FORMAtlON OF COMMITTEES 

1. The committee year shall be from October 15 to October l**. 

2. Terms of service on all appointed corrtnittees shall be for two years and 
for electeid committees terms shall be for three years. 
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IV. FORMATION OF COMMITTEES (continued) 

3» The President of the Chapter shall name the Chairpersons of all appointed 
convni ttees. ^^^^'*"^*"-*../^ 

k. Committees shall hold at least two melfttlngs each semester. Committee 
meetings are open to all faculty who may speak If the committee i>ermlts. 
Executive sessions are permitted, but each time an executive session Is 
held the committee must file a statement of reasons for the action with 
the Executive Committee." 

5. A qilorum of a cormlttee shall be a majority of Its members. No binding 
action may be taken without a quorum present. 

6. Cormilttee meetings are ordinarily to be conducted Informally. However, 
a committee may adopt formal procedures by majority vote. 

7. Committees may remain active dprlng the summer. The chairperson shall 
seek the will of the comml tteei when school is not In session and shall 
act in good faith to execute ijts will. If the will of the ^committee 
cannot be determined, the chairperson shall be empowered to act In 
behalf of the committee. 

8. Committees may establish sub^ comml ttees from among their own membership 
or from the faculty in general. Descriptions of such sub-committees 

tand.the names of their memb(fers shall appear promptly In the committee 
minutes so that the Executive Committee will become aware of their 
creation. ^ 

9. Mo faculty member shall serve on more .than two standing committees 
simultaneously. 

10. Typing, duplicating, and stenographic service. If otherwise not available, 
shall be provided through the office of the President of the Chapter. 



II 



Efaich standing committee shall designate one of Its members as secretary. 

12. To assist the Executive Committee In discharging Its responsibilities 
each committee shall: 

send an advance notice of meetings to the Vice President. 

send copies of the minutes of all meetings to the President and 
Vice President within two weeks after tj^ meeting. The Vice President 
will review the work of committees and will bring significant matters 
to the Executive Committee for consideration. 

i send, separately from the minutes, statements of policy approved by 
the committee. 

shall submit to the Executive Committee an annual report of the 
committee*s activities and suggestions for the future. 
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IV. FORMATION OF COMMITTEES (continued) 



13« Shculd the (Executive Committee question the appropriateness of a 

committee dec! si on p actlo^ should be taken as promptly as posilble to 
assure orderly committee wofk. 

14. Committees shall Worl^ within these restflctiohs and shall be bound by 
the By*-Laws of the Chapter. 



V. AD HOCxCOMMITTEES 



The method fiir determining membership for all Ad Hoc Committees will be 
designated at the tlme^the committee is established. Ad Hoc committees can 
be established by a general membership meeting, by the Executive Committee 
or by the President of the Chapter. 

VI. AMENDMENTS ' ^- ' 

Amendments to these By-Laws ^may be proposed by any Chapter member and must 
include reasons for adoption. The proposed amendment shall be Included In 
the written notice of the regular meeting or special meeting which follows 
the submission of the proposal by not more than one calendar month. The 
membership must receive two weeks notice of this meeting. 

Vlf. REMOVAL OF ELECTED OFFICERS 

Officers and elected members of the Steering Committee may be removed for 
misconduct or dereliction of duties upon the recommendation of the Executive 
Committee and the vote of a majority of members. In the event such 
proceedings are conducted, full opportunity to present a defense agalnist the 
charges shall be afforded to the accused officer both before the Executive 
Committee before Its recommendation, and before the membership before Its 
vote on the matter. In the event an officer resigns during an elected term 
or Is removed as above provided the Executive Committee shall assume the 
responsibility of filling the vacancy created. 
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APPENDIX E 



SEAL 



, FACULTY MEMBER'S CONTRACT 
STATE COLLEGES OF MARYLAND 

STATE OF MARYLAND State College 

THIS AGREEMENT, made this day of , 19..., by 

and betw^ the BOARD OF TRUSTEES OF THE STATE COLLEGES OF 
MARYLAND (hereinafter called "Board") and 



(hereinafter called "Faculty Member") 




(Name of faculty member) 



WITNESSETH:. 

1. Appointment and Position . 

The BOARD does hereby appoint the FACULTY MEMBER indicated 

above as ♦ of 

Rank (e.g., Assiftant Professor) (Discipline) 

to .teach "at State College 

at a salary of , fbr a period of months 

beginning » 19 i.. and ending .7T^. 

19... The teaching assignment of said FACULTY MEMBER shall 

be determined by the President at the State College and 

approved by the BOARD. 
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2 . General Conditions Governing Academic Freedom and Tenure 

The FACULTY MEMBER will enjoy the rights and be subiect 
to the provisions of the BOARD'S Regulations and Procedures 
^Govexaing Academic Freedom and Tenure as the same may be 
amended from time to time. A current copy of these 
Regulations and Procedures have been furnished to the 
FACULTY MEMBER along with this contract and have been read 
by^him prior to his affixing his signature thereto. 

3. Special Conditions ^ 

a. The FACULTY MEMBER shall become a ihember^ of the 
Teachers' Retirement Systenj^of the State of Maryland as 
required b^V law. 

b. The I^FA^l^TY^-^ffiJ^R shalV not vacate his appointment 
during the school year, except jlin case of emergency. If the 
FACULTY MEMBER desires to terminate this Agreement for^f^fhe 
succeeding year, he shall give/written notice of termination 
to the President of the College no later than May 15. In 
cases of hardship or emergency, the College may, but shall 
not be compelled to, waive the notice requirement. 

c. The FACULTY MEMBER shall be entitled to the same 
sick leave benefits per month as are T)rovided for all State 
Merit System employees supplemented by whatever addit,ional 
benefits the College may from time to time provide. 

d. The FACULTY MEMBER, with the written consent of the 
President, may engage in limited employment for remuneration 
outside the College or carry a limited amount of part-time 

161 
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griaduate work during i.he regular academic year provided 
that such activities on the ^art of the FACULTY MEMBER 
would not unduly interfere with the FACULTY MEMBER'S duties 
at the College. 
4* Additional Conditions. 



* * * * * * * * * « * * * 



Date 



Faculty Neaber 



7 



Date President of the 

College 



y 

Board of Trustees of the 
State Colleges 



Date 



By 



Chairman or 
Executive Director 
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APPENDIX F ' 

REGULATIONS AND PROCEDURJ-S GOVERNING ACADEMIC FREEDOM AND TENURE 

IN THE MARYLAND STATE COLLEGES 
^ UNDER THE JURISDICTION OF 
THE BOARD. OF TRUSTEES OF THE STATE COLLEGES 

Preamble 

/These Regulations and Procedures governinR academic 
freedom and t^i^ure i^ the Maryland State Colleges form a 
part of the employment contract entered into between the 
Board of Trustees of the State Colleges and the faculty 
members appointed by said Board. The tftfm "faculty member" 
as used in these Regulations and Procedures shall mean 
persons appointed to full-time teaching and/or faculty 
research positions at the State Colleger. 

These Regulations and Procedures may be amended from 
time to time by the Board and shall be applicable to all „ 
faculty members as and when amended, except that a faculty 
member* s attainment of tenure shall in all cases be determined 
by the regulations of the Board in force at the time of his 
initial fippointment . * \ 



Article One 

\ ^ ~ 

Faculty membeVs shall enjoy full freedom in research, 
publication, ,and teaching within the academic disciplines of 
their competence, provided that such research and/or. 
publication does not rnterfere with their performance .of 
assigned duties. \ ^ 

^ A faculty member is a\citizen, Member of a les^rned 
profession, and an officer of the State College to which he 
is appointed. When he speakV or writes as a citizen, he 
shall be free from institut ibmil censorship or discipline, 
but his special position at the college imposes special 
obligations. Accordingly, a faculty member must be an 
authorized spokesman for an institution when professing to 
speak for that institution or for^ any division or department 
thereof. , f 

Article Two 

Pursuant to the American Association of University 
Professors 1940 Statement of Principles on Academic Freedom 
and Tenure and to the 1958 Statement on Recommended 
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Institutional Regulations on Academic Freedom and Tenure, 
the Board establishes the following Regulations and 
Procedures to implement those principles. 

Section One ., the Board recognizes that financial 
security is necessary to enable faculty members to render"^ 
maximum service toC^he institutions where they are appointed. 
To establish si/ch security, faculty member$ appointed for 
the academic year cojnmencin-g September, 1970 , and thereafter 
shall attain permanent tenure at the college to which they 
are appointed in accordance with the following regulations: 

1. The initial appointment shall be of a probationary 
nature, ^nd shall be for a period extending to the 
end of the first academic year. Such probationary 
appointment shall be automatically renewable for 
additional periods of one full academic year each, 
unless the toi'^ege president shall give written 
notice of the li^onrenewal of appointment for any 
succfeeding acadi^mic year as follows: 

a. Not later than March 1 during the initial period 
of probationary appointment Quly 1 if the 
initial period of probationary appointment 
begins after^January 15). 

b. 'Not later than December 15 during the second 

year of probationary appointment. 

c. Thereafter, not later than atxfeast twelve- (12) 

^ months prior to the expiration of an appointment, 

2; In the case of an instructor, the total number of 
his annual probationary appointments (including the 
^initial appointment if less than one year) shall not 
exceed seyen at that institution. ' ' 

3. In the case of an assistant professor, the totaXl 
number of his annual probationary appointments 
(including the initial appointment if less than one 
year) shall not exceed four at that institution. ' 

4. In the case of an a^sstfciate professor and a full 
professor , the total number of their annual 
probationary appointments (including the initial 
appointment if less than one year) shall not exceed 
three at? that institution. 

5. The length of probationary appointment §hall be 
determined by the rank of the facultymember at the 
time of initial appointment; except that in the case 
of an instructor who is thereafter promoted, the 
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. V ' length«-t)£ his probationary appointirtent shall be , 
X dettermined by his rank at the time. of said promotion 
" with full credit granted for the total number of 
; " previous annual prQ^ifttionary appointments served. 
■ » as an instructor. / „ 

6. In every case, upon comt)letipn of the maximum , 
number 'of probationary appointments , the faculty 
member shall attain permanent tenure. The Board - 
may, in exceptional cases, decrease the length .pf , 
the probationary^eriod or, with the consent of the 
- '. ^ faculty member concerned, increase the length of ' 
the probationary period. 

Section Two . After a faculty mender has attained" 
permanent ten^ire, he may not be dismissed except for reasons 
authorized by the laws of Maryland and in accord'ance with 
the procedures established by the Bo^d. 

Sectiorr Three . To ensure academic due process , a 
faculty member who has attained tenure or whoSe term of 
appoititment has not expired may be dismissed only in 
accordance with the following procedures ; 

n ^ ■ . • - , 

Procedural Standards 

1 .. Preliminary Proceedings: 

■*. ■ ' 
The appropriate college administrators ordinaril)^ 
should discuss ^hp matter with the facultjj member 
concerned in personal conference. The matter may 
then be terminated by mutual consent. If 
adjustment does not result, the college president 
v^ill refer the matter^ to , a standing committee to 
be established , on each State > Coy eg-e campus entitled 
, the Faculty Mediation Committed which will consist, 
' -of five tenured fatuity memb^srs elected by secret 
/ballot by the faculty of that college. This 
/ commi<P?ee, charged with, the function, of rendering 
confidential .advice in such situat iortS , shall 
informally inquire into the situation to effect an 
adjustment if possible., If aone is effected, the 
' committee shall determine whether in its view formal 
^ proceedings to consider the faculty member's^ 
dismissal should b« instituted. If the committee 
does recommend that such proceedings be instituted, 
or i,f the president of. the college, even after 
"considering a recommenda.tion of the committee 
favorable to the faculty member ^concerned, expresses 
his conviction that such proceedings shall be , 
. ! instituted, action sl>all be commenced according tov 



the proceduies which follow. Except where there 

is d isagreeirent between the college president and 

the conunittce, a statement with reasonable" pstrticularity 

of the grourds proposed for dismissal of the' 

faculty "member shall jointly be fornulated by " the 

/college president and'the committee. If there. is 
disagreement, the statement shall bt.> formulated by 
the college president or his design.ited* Representative . 
If this conurittee shall fail to take its final 

" action within ten (10) academic working days after 
the matter has been referred to it, the college 
president may institute formal proceedings. 

^ Formal Protieedings : 

The formal proceedings shall be comtnenced by the 
college president address ing a communication to the . 
-f acuity member , said communicat ion to include th^ 
following minimum information: (a) the statement 
with reasonable particularity of the grounds 
proposed fpr dismissal ; "(b) ' notice^ that , if he makes 
a written request to the college president for a 
hearing within five (5) days of receipt of the 
aforesaid communicatiorl, a hearing to determine 
whether the faculty member shall be dismissed wili'^^ 
be conducted ;an^d (c) infojrmat ion , either in detail o T 
or by^^1h5ff erence to published regulations , of the 
procedural rights to be accQrded the faculty fhember, 
Jhe college president also will, send a copy of said \ 
communication to the Executive Director pf the ^ 
Boardf for, his infopmation. Providing a written 
request f^r a hearing has been fnade by the faculty 
member to the college president within five (5) 
days of the faculty member's receipt of the aforesaid 
tommunicat ion > the hparing shadl be held within thirty 
•(30) days but. not sootier than fifteen days after 
the reteipt by the college president of the fatuity 
member's request . fofja hearing. The hearing will' 
be conducted on the faculty member's own college v 
campus by a standing committee entitled the Faculty 
Hearing Committee which will consist of not less 
than five tenured faculty members elected by secret 
ballot'^by the faculty of that (^ollege. A faculty 
meiribei: elected to serve on t}\9 Eacujty Mediation 
Committee shall npt be eligible to serve on the 
Faculty Hearing Committee. The reTcommendations of ^ 
the* Faculty, Hearing Committee shall be given within" 
five (5) days of the. hearmg., shall be advisory only, 
and sshall be forw^;fe4ed--=ttrth Executive Director of 
the Board. , ^ ^ „ 
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S. Role of the Board of Trustees:. , , 

' ' f ■ ' ' ' " ■ ' ■ 

After the r(icommendation of the Faculty Hearing 

Committee h;is been rendered to the Executive 
Directtor of- the Board, or if there. has Ifeen no 
request by the faculty member for a he^jinp before, 
that committee (in which case thef Faculty Hearing / 
Committee «hall make no recommendation), the college 
president may recommend to the Board that the 
faculty member be 'di smissed. The Board may not 
dismiss the faculty member unless the faculty 
member is furnished a copy of . the charges against 
him and is provided an opportunity of being heard 
in person, or. by coyns^l^ in his own defense,-^ ■ 
before the Board upon not less than ten (10) days 
written notice. At this Board hearing, the ^ » 
faculty member concerned shall be entitled to be. 
represented by counsel of his choosing, to be 
confronted by those who -wish to give evidence 
against him, to cross -ex am-ine such .witnesses 
concerning the evidence they present, and to j 
summon witnesses and to produce documents on his ; 
owh'"behalf . ' In air such cases the faculty member / 
concerned shall be supplied with alj PaPf^s^^"'* ./ 
documents relevant to the case and held by tne . 
.college administration, the Faculty Hearing . 
Committee, the Board of Trustees', or any of them./ 
A complete transcript of the hearing conducted by. 
the Board of Trustees shall be maintained at Board 
expense and shall be furnished by Jhe Board tb t^e 
aggrieved faculty member and to the president otj 
.1 the institution who initiated the proceedings. 

4. Suspension of the, Faculty Member:' 

Susipension of the faculty member by the colleflfe 
president during any of the pro.ceedings involving 
the faculty member is justified only , if immediate 
harm to the faculty member is threatened by his 
.continuance-. Any such isuspens ion imposed wi/1 1- be 
° with pay, unless' legal considerations forbi(^ 



. Sec tion Four . When the employment of a tenure 
member is to be terminated bedause of discont inuanc 



faculty 

of 'his " 



position or because of lack of funds to pay his safary, 
notice must be given at least one year prior to th^ 
effective date of termination, and -faculty members! so 
terminated shall be classified as f 7,!^ 

inverse order of their termination. Furloughed faculty 
members shall be entitled to be appointed w^thin/two years 
of their termination to vacancies which exis t , ,o/r which 
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may develop, in the «ame. academic discipline in any of the 
' colleges undjer. the jurisdiction of the Board, if they possess 

the professipnal qualifications announced as requisites for 
. such positions. -In rtaking appointments from the furlduRhed 

list, due regard shall be given to seniority so that those 

first to be dismissed shall be first to be re-appoin^ed. 



/ 

/. 



Article Three 



/ 



V ^; . ■ - ^ I 

^ Ih casesnot involving dismissal ,' if a faculty member 
' presents^ to the .Faculty Mediation Committee in writing prima 
facie. aUegatiorts of infringement of academic freedom as 
define d; in Article Orve and/or in the American Association of 
University Prp'feSsQrs 1940 Statement of Principles on 
*Aca<lemic Freedom and Tenure, the Faculty Mediation Committee 
shall informally inquire into the situation to effect an 
- adjustment^ Vf possible. If no mutually agreeable adjustment 
is effected, the Faculty Mediation Committee shall make a 
recommendatibn on the matter to the Faculty Hearing Committee 



recommendatibn -- - - ^ , , - - „ 

The" Faculty Hearing Committee shall conduct a hearing on the 
matter within a reasonable time after notifying all persons 
involved o^ the faculty member's allegation and the 
recommendation of the Faculty Mediation Committee. If the 
Faculty Hearing Committee concludes that there has been an 
infringement of academic freedom, a committee of the Board 
shall investigate the matter, and its decision shall be fin 



al 



• At all stages of these proceedings, the burden of proof 
shall be uporl the faculty member who has alleged infringement 
of academic freedom. 



May. 13, 1970 
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ACADEMIC FflfEEDOM AND RESPONSIBILITY 

k Report of the Ad-*Hoc Commitiitee 
Oh Academic Freedom and hespohsibility 



In its meeting pf January h, 1971, the Academic Council 
voted support of a statement (extracted^ from an AAUP state of 
October 31, 1970) on the need for a more active student and^ 
faqulty role in guarding academic values. It also^directed 
its chairman. '^€o establish an ad-hoc faculty and. student 
committee to study recommendations of the A,A,U,P, and all 
other available material on Academic Freedom and Responsibil^ity 
and to bring to the Academic Council a statement incorporatli^g 
guideline^ for academic responsibility at Towson State Colle^^^^^^ 
(Underlinjjig added) e> . ' ' \ 

This report of that ad-hoc committee is in h parts . 
Part 1 attempts to describe how the committee went about its 

work. * / " 

Part 2. presents som^ of the basic lines of reasoning and/or 
arguments for some of the committee's proposals. 
Comments are also in 'the body pf the Statement • 
Part 3 and k cpntain the actual proposals of the committee* 
Part 3 IS ^1 statement of Rights and Jiesponsibilities (modeled 

after that proposed by the Carnegie Commission on Higher 
Kducation; see Appendix II) with comments. The Academic 
Council will be a&ked tp accept the statement in so far / 
as it relates to "^f acuity , and to recommend its accept^ 
ance for the other groups of the college community ! 
student body, administ^ration, sV^ff, and Board of 
Trustees, ._ ' 

Part h contains recommendations for the Academic Cotlncil to: 

1, create an ad-hoc committee in the fall of 1971 to 
study means of im^ementing various provisions in 
the statement. 

2, go on record as supporting the notion of "privileged 
communication" for faculty members in their role as 
counselors of students. 

A short bibliography with some comments is provided to direct 
members of the college community who wish to join in studying 
.this problem. - ' / 



PART I . - 

Progress of the Committee . * 

Because of intersession and illness of the chairman, the 
comnfittee was not convened until the beginning of March. Due 
to absences of various members at- this and subsequent meetings, 
ani to the agreement that Dean Shaw ahould not serve in a 
„ working capacity (see Part 2, Rights and Responsibilities ), ^ 

' 169 



F-8 ' , . 

8-73 

Professor Plante waa ^sked to appoint arf additional faculty 
mertiber for the committee.. Dr. Mruck thus jo^ined the committee 
in early April. j 

Some early work ! 

liarly in its delljberations, the conwittee decided to ' 
restrict its recommendjations strictly to the area of faculty 
rights and responsibilities. It did so for the followLnv; 
reasons ' '\ 

1. the original excerpt from the AAUP statement itself 
was restricted^ to the faculty. 

2. since' the Student Rights and Responsibilities 
Committee has proper jurisdiction in these matters concerning 
students, it was thought more fruitful to ^void some overlap. 
The recommendations of this committee were actually drawn up 
with students very mch iiji mind, but we f€el the Student 
Rights and Responsibilities Committee should review the state- 
ment9 before the Academic QpUncil acts on them- as they relate / 
to students* " ' . ; 

In order to prevent any misunderstajfiding about the committee{s 
intent, the President of ^the SGA was, made co'gnizant of the \^ 
decision and the reasons for it. . 

Also early in its work, the committee rejected the 
possibility of returning to the Academic Council .with the 
recommendation that nothing be done. Aside from the charge 
from the Academic Council for a statement, there was unanimity 
from air quarters in the writings we encountered that greater 
care should be given to more explicit exj)res3ion of the 
responsibilities which the various members of the college 
community have. Increasing pleuralism in the college community 
and changing <;oncepts about cthe function of the college 
^(serving nb lonf^er in loop parentj^ , and functionini; no longer 
for its students as a special^7jtf"diclal unit within the * 
community at large) are seen to have led to a situation whfere 
implicit understandings and informal admonitions may not be 
enough to cope with mkny of the possibilities. ^ 

"Task 

The committee therefore saw its task as that of: 
1. g^^thering, expressing, and reaff inning' many of the 

rights and responsibilities which have traditionally" been the 

basis t>f the colle^ community; 

^2. articulating statements in some important areas , in 

responsf^ to contemporary concerns 'and conditions ; ' ^ 

3. suggesting to the Academic Council some mattei^s of 
implementation which nerd to be considered ''if the spirit or 
the proposed statement is to be carried out. 
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Form. of Statement 

The basLQ ffdrm of the document is taken from a Model Bill 
of Rights and Rfesponslbilities proposed by the Carnegie 
Commission on H/Lgher Education for all the members of the 
college community: faculty, students, administrators, staff, 
and trustees, itie Commission argued that a statement of 
Rights and R^ponsibilities is best, both unified, and fair, 
when it' tak^ all into account; and Che committee found this 
argument j^rsuasive. TJius, though limited formally to faculty 
throughout its discussions, the committee in fact tried to 
consider [the problems in the whole context. In fact, it is 
impossible^ to consider faculty rights and responsibilities 
without Considering them vis a vis students, and other members. 
The statebenl is intended ,- with few modif ipations and add^itions, 
to be acceptable for th~whole collece community, Board of 
Trustors irji^uded^ suggest that ihh AC pursue the 
"possibility of this acceptance. 

comftiittee felt that comments were necessary on a 
number (of items , thougte their inclusion in the general body of 
rights knd respoftsibilitt«^^ould have been districting. 

Those comments not surrounded by parentheses are intended to 

be adopted with the statement in the, format given, and should 
do mucKyto clarify the intent of the items, 

Lkew^se, the crdss-ref erencing to Vdi'lous pertinent 
document s^ I most of which have been 'accepted hy the college, 
should facilitate the task of lany member,y^iew or old, tryinp; 
to Inform himself on what rights and resjf^nsibilities he 
shares. 

PART 2 

SOME BASIC LINES OF REASON I 
Rights and Responsibilities 

, The committee affirms the principle of shared governance 
in a college comntunity: the members of groups should share 
in.detenriinini' the policies and regulations which involve 
them (see II. H. in the Statement of Rights and Responsibilities, 
in Part 3). We feel this right carries with it, the responsi- 
bility for upholding standards which have been, set and agreed 
upon. -Thus, since^ strictly the work' of the committee involved 
only faculty rights and responsibilities, it was felt 
appropriate that Dean Shaw, should be excused as a working 
member of the committee after the first meeting. 

This principle of rights with responsibility "has also led 
us to write the Statement, in a positive manner, first affirming 
the rights, then stating the concomitant responsibilities. 
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Section I for the mo8t^t)art contains reaffirmation of basic 
rights enjoyed -by all cix^iTiens. 

\ - -. . 

D and E^are related items. ^ Most colleges have abandoned 
the notion of in logo parentis as has Towson State College. 
To demand that members have all the rights and protections of 
the general law, and then to ask special immunities is incon- 
sistent and impossible to maintain. . 

Section II of the Statement contains rights and responsibili- 
ties, many of which are related to those in Section I, all 
vespecially relevant to the nature of the educational process. 
The Statement reaffirms the importance the traditional rights 
and freedoms in A, and some concomitant obli-gations in B. 

Recoul^se (see also comment ta-II.F. ) . / 

It is clear to the committee that most of thg^on-going 
activities of a faculty member in the edtieational process have 
been covered in some way in the Report on Faculty^ jplvaluat ion 
(see especially I. A., Sources for Evaluation ; and III.B. , 
General College Requirements of All I'^aculty Members . ). There 
are appropriate mechanisms in the evaluatibn process, centering 
in the department, for maintaining ^higb standards. It is 
through these that the college's basic maintenance of high 
faculty standards must be carried 't)ut. There is no effective 
substitute. - 

Situations do exist, however, where the methods and 
criteria of such evaluation are not applicable. They are in 
the realm of extra-departmental, extra-academic activities, 
such as political demonstrations. They may often be completely 
unrelated to professional competency ; -yet they may in isolated 
instances lead to a violation of the basic rights of' others in 
the college co^nmunity as stated in Sections I, and II. For 
such situations the committee feels that the injured should 
have the rig^t p^f recourse (Section II. F.) 

,f ^ ■ ■» 

However, it^is not only inappropriate , but, we feel, 
highly undesirable , that a department should consider such 
activities in their evalua\.ion since they need not be relat.ed 
to F^rofessional competence. (We-realiste^ of course, that such^ 
activities could affect a faculty member's proficiency, andj 
thus be legitimately considered.) Koutine consideration of 
such activities and their related beliefs in a professional 
evaluation would violate academic freedoa and destroy the very 
things we are attempting to save^ freeikM of thought and free 
inquiry. Further, we see it as inconsisteht with the principle 
of self-maintenance of standards to leave the^^m^tter to the 
administration by default. We propose that an all>college 
committee and board of faculty would be the best vehicle to 
cope with such possible situations. 



F-ii; 

8-73 



ERIC 



Part U of the report proposes an ad^hoc committee of the 
Academic Council to study the formation of such a board and 
its functions. 

Such a boar<3 could also be useful in a case involving 
academic and departmental activities where action is appropriate, 
but where a department or the administration might find it 
difficuK to act. _ 

Section III of the Statement relates for the most part to 
obligations of the college and trustees to provide the freedoms 
necessary for the Rights and Responsibilities of Section I, 
and II. §^ 

St-^ijces - Item G deals with the problem of strikes. Though 
State/ employees cannot strike, the section on legal strikes is 
for the possible eventuality of legal strikes. 

^ The Committee accepts the validity of a strike as a means 
of moral protect. It feelLs strikers tn this situation must, 
however, Lbe ^11 ing^ to accept the consequence of not living up 
to their^t>ligations, either contractual (as in the case of 
faculty, staff, and administration) or academic (in the case 
. of students and faculty), ^hout being vindictive and harsh, 
it does seem to us that any. other alternative vitiates the 
strength of an argument claiming moral conviction. It is hard 
to expect that people accept the college as the only place in 
society where strikes are cost-free to the participants. 

It is outside the scope of this report to present speci- 
fics on when and how denial of ^pay and academic credit should v 
be invoked. Any policies and procedures should be arrived at 
per the last statement in Section III , right after G . 

Section lY deals with policies and procedures in enforcing 
campus standards. It affirms the rights of a person against 
whom charges have been brought, and reaffirms dtie process. 
Towson already has statements and policies respecting these 
rights. ' ' , ^ 

Some of the structures for implementation also already 
exist: the Gollepe Judicial Poard, and the Faculty Hearing 
Committee. However, in the care of the latter, the function 
seems limited to cases of dismissal or non-renewal of contract 
for faculty members, or canes of violation of academic freedom, 
and only when a member brings charges against the college. It 
is questionable that any existing college structure could 
legally take over the functionr necessary under the provisions 
of the suspension policy (see Appendix .0 in the Faculty 
Handbook) for faculty. ^ . - 

See the earlier discussion, under Recourse ; and later in 
this report, Paft^k^for the committee's proposal. 

. • 17 a ^ 
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Whereas : 
Whereas : 



the Academic Council is convinced that members of the. 
academic profession, both in absolute terms and when \ 
canpared with other groups in society, have been 
extremely successful in upholding high standards of 
behavior in their professional work and In their 
lives in the society at large; > 
there is much to testify to the extreme dedication 
And humanity of so many in the academic world; 
nothing in its action shall be construed in the [ 
contrary; 



The Academic Council of TSC 
Rights and Responsibilitif 
to faculty and student; 



adopts The Statement of 
in so far aa it applies 



PART 4 

STATEMENT OF RIGHTS A^D RESPONSIBILITIES '\ 
for Towson Sta,te Coll^^e 
Faculty, Students, Administrators, Staff, and jBoard of Trustees 

MEMBERS OF THE TQWSON StATS COLLEGE COMMUNITY HAVE THE RIGHTS 
AND RESPONSIBILLTI^Sr' OF ALL CITIZENS, AS WML AS THOSE OF THEIR 
PARTICULAR ROLES WITHIN THE COLLEGE COWWNITY. ALL MEMBERS 
SHARE IN TH'cSiir'fffGHTS, AND HAVE A CONCQMITAKT OBLIGATION TO 
RESPECT THE EXERCISE OF THESE RIGHTS/^Y OTHERS: 

- THE FUNDAMr':NTAL RIGHTlS OF CITIZENS; 

- THE RIGHTS OF MEMBERS BASlsD U[ON TtJE NATURE OF THE 
EDUCATIONAL PROCESS; 

- THE RIGHTS OF THE COLLEGE; 

- THE RIGHTS OF MEMBERS TO REPRESENTATION: IN 
ESTABLISHING FAIR AND EQUITABLE PROCEDURES FOR "DETERMINING * WHEN 
AND UPON WHOM PENALTIES FOR VIOLATION OF CAMPUS RULi'^ SHOULD BE 
IMPOSED, AND IN IMPLEMENTING THESE PULICj.;':S. 

' , . 

I. AS ClTIzfe^S, MEMBERS OF THE CAMPUS ENJOY^THE SAMiC BASIC 
RIGHTS AND/ARE ROUND BY THE SAME RESPONSIBILITIPJS FX)R RESPECTING 
THE RIGHTS OF OTHXHS, AS ARE ALL CITIZENS. 

/ : ' 

A". Among the basic rights are freedom of speech; freedom of 
pres^; freedom of peacejpiV'^assembly and association; freedom of 
poetical beliefs ; juid"^ freedom from personal force and violence, 
threats of vi^i9n€e, and personal m^se. ^ 

B, .,.. ""Freedom of press implies the .right to freedom from . 
censorshi|>xin campus newspapers^nd othejrjnedi£L,._and the 
.concomitant ofeligat ion to adhere^to the canons of responsible 
jbumalism. 

C, It should b^made clear in writinjcs pr broadcasts that 
editorial op in i0Ji%-«re^Spt necessarily those of the institution 
or Its members. \ ^"-z- 






, - The campus is not a sanctuary from the general law, 

E. The campus does not stand in loco parentis for its 
members. 

Each mefnber of the campus has ihe right to organize his 
or her own personal life and behavior, so long as it does not 
violate the law or agreements voluntarily 'Entered into,. and does 
not ^interfere with the rights of " others or the educational 
rocess. 
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G, Adniission to, employment by, and ^promotion and _ 
rfemuneration^within the campus shall accord with ^ihe 
provisions against discrimination in the general law, 

\ 

V Comment:' this refers to discrimination 

^ on the-basis of race, c;reed, age, sex, 

or national origin. / ^ 

II>>4LL HfiMBERS OF THE CAMPUS HAVE RIGHTS AND RESPO'^SIBILITIES 

SED UK!N THE NATURE OF THE EDUCATIONAL PROCiiSS, AND THE . 
/OTlOUiaa™*^ THE 5EARCH FOR KNOWLEDGE AND WISDOM AND ITS 

THESE RIGHTS AND RESPONSIBILiTIliS INCLUDE; 



/REyU LHmiiN 
^FREE PRESEIiTATl 



A^^The fr^edcJW to tisach, to learn, and to conduct research 
and publish fin|ing4 ""in^the spirit of free inquiry. 

1. The ^piriV free inquiry is' central to an 
academic instil^tion a^d the process of education^it is no less 

the touch^tq^ne of our character as a .people, the proved 
source of our patibnp strength. It§ defilement in any , area of 
our socie-^ \4 a thfe^at to the entire body politic." (AAUP 

/Statement of 1956)/ 

/2. /Institutional censorship, and individual or group 
c^nsor'Ship ^f the/expression of opinions 'of others are incon- 




teht wi|rh thi/ 
.theN:^ight/%o pe^ 
opinioh^^^ie m£ 



/eedom. While an individual (or group) has 
^d^ any part of the college community to his 
t finally impose his views on it. 
om td teach and to leam implies that the 
to determine' the specific content of his 

^^..-.w ^„-h3^i shed course definition, and the 

responsibility to fulf il>^ntjractual obligations and npt to 
deparV^ignif icantly^frbm his are^f^^ompetence or to divert 
significant time to^raaterial extraneous ^txK^the subject matter 

Comment: this is consisytent with the 

19hp"AAUP definition of /academic freedom , 
which the college holds^ basic to the 
^^irit of free inqjiry. 
The spilrit of free inquiry imm.te^ that the 




the student 's 



a. freedom oiTxexpreasion, "and 

b. right ag^ainst improper 
ajcadiemic eva]Luation. 
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Comment: the following; excerpt from the 
' Joint Statement on Rights and hreedoms of 
Students , accepted by the TSC Senate in 
1969 -70, is relevant for clarification: 

II. In the Classroom 
The professor in the classroom and in 
conference should encourage free discussion 
inquiry, and expression. Student perform- 
ance should be evaluated solely on an 
academic basis, not on opinions or conduc't 
in mati:.ers unrelated to academic standards. 

A. Protection of Freedom of k.xpression 
Students should be free to take 

reasoned exception to the data or views 
. offered in any course of study and to 

/ reserve judgment about matters of opinion, 

but they are responsible for learning the 
content of any course of stu/iy for which 
they are enrolled. \ 

B. Protection against'' Improper Academic 
Evaluation 

Students should have protection through 
orderly procedure's apainst prejudiced, or 
^ capricious a'cademic evaluation. At the 

same time, they are responsible for main- 
taining standards of academic performance 
established for each course in which they 
are enrolled. . 

S. The spirit of free inq\iiry implies that (except 
under conditions of national emergency) no contracted research 
in which t^ results are intended to be secret is to be con- 
ducted on th^ campus.' / 

Comment: ^"^this refers to classified 
research; this does not imply that ari' 
investigator must tell anyone his/ 
latest unpublished results, nor does it 
- imply that he does not have the right of 
patent and copyright. 

B. The ccMicomitant dbligation to maintain high standards 
of scholarship and of^ professional dedication and performance. 

1. Members "of the community should be aware of their 
responsibilities, as expressed in the various handbooks for 
faculty, students, administration, ahd staff, and including 
the AAUP Statemeht^^on Professional Ethics of 1969, and the ' 
Report on Faculty 'iValuation . 

2. A full-time appointment implies primary commitment 
to the responsibilities of that, position. Extramural services 
by^ member which resulta in additional burdens to his peers 
should be undertaken by mutual agreement of the persons involved 
and( should be a matter of record. 

^ Comment: this does not refer to* instances 

-> 
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of extramural services where there is 
4 reducti-on of load, or a leave of absence*; 

perhaps accompanied by adjustment of 
comf^ensation. In the latter cases, the 
followin^^ statement from the AAJJP Statement 
» on Professors and Political Activity is 
• applicable : 

U. A faculty member seekinf; leave 
^ should recognize that he has a primary 
obligation to his institution and to his 
growth as an educator and scholar; he 
should be mindful of tlje problem which a 
/ leave of absence can creste for his 

/ administration, his colleagues, and his 

/ students and he should not abuse the 

privilege by too frequent/or too late 
application or too extended a leave. If 
adjustments in his favor are made, such as^ 
a reduction of workload, he. should expect 
them to be limited to a reasonable period. 

C. Obligation not to: 

1. interfere with the freedom of members of the campus- 
to pursue normal academic and administrative activities, 
including freedom of movement; 

2. infringe upon the ri^t^^t of members of the campus to 
privacy in offices, laboratories, /and dormitory ropms; and in 

the keeping of personal papers, confiHenttal records, and effects, 
subject ionly to the general .law and to ^conditions voluntarily 
entered into. 

3. violate -WJjb right against improper disclosure of 4 
information. Campus records on its members should contain 
only information which is reasonably related to the educational 
purposes or safety of the campus. ^ ' 

Comment: for clarification, refer to the 
Joint Statement on flights and Freedoms 
for Student s. Any information on any 
member released under conditions other 
than as parfc of an obligation under 
general law, or as part of normal academic 
procedures (transcripts, etc.), shall be 
^released only with written consent of the 
member involved. The member may exercise 
his right to receive a copy of all 
information released. 
U. interfere^with any member's freedom to hear and to 
study unpopular and cfontroversial views on intellectual and 

public t8sue5. ' . / 

♦ The term "leave of absence" does pot include 
sabbatical leaves. Which are essential to the 
self-renewal of the faculty member^ and which 
should be considered 'both a necessary 
condition and a right hf his employment. 
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D. Right to identify oneself as a member of the campus and 
a coijcurrent obligation not (i<? speak or act on behalf of the 
college without authorization. Ip cases of being misrepresented 
by the press and others, the membfer of the college shall not be 
held responsible. Comment: ^his is consistent with the 

/lAUP Statement on Extramural Utterances . 

, E. Righlf to hold public meetings in which members par- 
ticipate, to post notices, and to engage in peaceful, orderly 
demonstrations. . 

Reasonable and impartially applied rules shall oe established 
regulating time, place, and manner of such activities and allocating 
the use of faclltties. 

F. Right to recourse if another member of the campus is 
negligent or irresponsible in performance of his responsibilities. 

G. Right to recourse if another member of the campus 
represents the work of others as his or her own. 

H. Right to be heard, considered, and represented at 
appropriate levels of the decision-making process about policy 
matters of direct concern. 

I. Right to expect of members of the campus community who 
have continuing association with the campus, and/or who haVe 
substantial authority and/or securityj to maintain an environ- 
ment conducive to respect for the rights of others and ^fulfillment 
of academic responsibilities. 

1. - 'Laired faculty should maintain the highest standards 
in performanc^ of their academic responsibilities. / 

2. / "Administration and staff phould maintain the 
highest standards in providing a physical environment .which will 
enable the academic process to flourish. 

/J. Right to expect that Trustees Exercise their particular 
responsibility to protect the intdgritylof the academic process 
from external and internal attacks; and to pif^vent the political 
or fina^ial exploitation of the campus by any individual of group. 

/ 

III. /THE COLLEGE (AND ANY OrVISION OR AGENCY WHICH EXiiRCISliS DIRECT 
OR D^LQGATED AUTHORITY FOR THE COLLEGE, SUCH AS THE ADMINISTRATION, 
THE^ BOARD OF TRUSTEES, AND THE ACADEMIC COUNCIL AND ITS COMMITTEES) 
HA^ RIGHTS AND RESl^ONSIBILLTIES OF ITS OWN. TFIESE INCLUDE: 

* ' ■ o 

JV. Right and obligation to provide an open forum for members 
of the campus and guests to present and debate academic and public 
issues. 

R. Right to prohibit: 

1. individuals and groups wjlo are not members of the campus 
from using its name, itsf finances, ^nd its physical and operating 
facilities for commercial or political activities. 

/ -* 
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Comment; such prohibitions, when exercised, , 
^ , ' must be applied impartially. . 

Zl Right and obligation impartially: ' 

1. to provide_for members of the campus the' use of . 
meeting rooms' under the rules of the campus, incl jdlng u^e-fqr a' 
'pplftical purposes such as the meeting of political clubs; ^ 

" 2. to^ prohibit use of its rooms by individual members' . ^' 
on a regular or prolonged basis as- free headquarters for 
political- campaigns; . ' * ^ - ^ 

3. to prohibit use of its name, its fin^iaces, and its ^ 
pffi^e equipfnent and supplies for any , political purpose at any ^ 
timel • ' . Uominent: "Its" is used throughout'. 

'iection III to reefer to the "coUepre and, ' ^ 
any division or agency which Exercises ^ 
direct qr dMeg^ted aut'^.ority for, the 
callege." The provisions dp not prevent 
the SGA, for example, fronv allowing 
' political grolips to'u:^e SGA equipment 

antl supplies. ^ . . 

^ K D. Right and obligation not to take a position-^ as a ^ - 
*»coirege, in electoral politic^ or on public issues, -except on 
those, i-ssues which directly ^ffect its autonom;^, the freedom ^ 
"of its members, its finaiK^ial support, and its acaderaic functions.. 

Commeht: T^e SOA, the Faculty. -Association, 
\^ ' and groups of members are not included in ^ ^ 

this /provision. 

e1-» Right and'obligatlion to protect : ^ ^ 
i 1. the memWrs i)f the €a^m^ and visi^ofs tA, it from 
physical harjn, threats- ha or abuse V , ^ . ' ~ 

2. ^ its^p:^pperty firatn^ dknage and unauihorized use; 

f; Right to require that persons Bn 'the <;^ani^us be willing * 
to identify themselves by name and addfe'ss^ . and demonstrate 
what connection, if any^ they have with the college. ' 

' ' ^ . - ■ \ ~ \ .- 
G. Righ^t to deny pa^f and^cad^mic credit to members of the 

campus who are, on strilce; and , ; * 

the coiftcomltant obligation to accept legal stril<es* ^ - 

legally conducted, without recourse to dismissal of participants. 




'3. its, acaSeinic ana administrative processes IVom 
interruption. ^ . ^ : ' * ^ \ 



♦ State employees/ cannot strike le^f^lAy at' this time. However^. 
this item from th^ Carnegie model is^rfetained^f or the possibility. 
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It is understood t(hat all^- policies and procedures for fulfilling 
tHe .rightts and responsibilities of this section- j^III.) shall' be 
, Established and implemented ' in a manner consistent with, the '^ 
riglAe of all members of the QoXlepe to be heard, considered, 
and represented at the appropriate levels bf the' decision- 
making process. \^ ^ ^ ' 

IV. '^ALL Mf^oRS OF THE^'CAMPUS HAVE A RIGHT TO: ^ ' 

' REPRESENTATION IN TfiE FORMULATION OF, AND ! V ^ 

PROTECl^ION OFV fair AND EQUITABLE POLICEES AJJD PROCEDURES 
-^ICH SHALL DETERMINE THE VALIDITY OF CHARGES, AND THE ^EXTENT 
OF PENALTIES. ^ o . : ^ <^^' ^ ' .. 

c ' 

; . , • ^ " f 

A. Campus rulefe and regulations and the range of penal ties'- 
for any. violation should b^ clearly ai^,d puMicly made known. 

B. Procedures shotild be stxnictured to: ^ ' . 

' 1. facilitate a reliable determination of thectrut^ or. 

falsity of charges; & ' " ^>... 

2. insure fairness to all parties; ^ , - 

;.3. insure consideration of chrarges without undue dej.^y*' 

C. Char.ges of minor infractions penalized by small f ines' or 
re]^;i.mands which do not become part of' permanent records, ,may. be/^ 
hand^led expeditiously by*the appropriate structure*- Persons , " 
penalized have the right of appeal. 

D. In the case of charges of irifractions wh4(3(|i may lead to 
notation in pifennanent records, or to more serious penalties,^ 
such as suspensioiv or expulsion, members of the caimpus have 
right to due process,^ including the right of appeal. 

E. Members of the camp\is charged or convicted, of violations 
und^r general law may^be Subject to campus 'sanctic^ns for the 
same ^conduct , ih accord with camp\i^ policies and procedures 
when the cbnduct is^in violation of a campus rule' essential to 
the continuing protection of ol^er ^nem^erss of the campus or to 
the safeguarding of the educational process. 



, PART U , ' ' ' 

Committee^ aq^ Panel for Recourse ^ . . ^ 

^ . ' . • >j 

Whereas: the' Abademic Co\^ncil has affirmed the conviction that 
mejjjbers of the academic profession, both ,ih .absolute ^ 
^ - tel^s and when compared w'ith^other groups in society, 
haiire been extremely successful in upholding high a% 
, standards of behaviour in ^t^eir p?rofessional v^ork %r\d 

in their llvBs in th^ society at large; 
. ^ ^ that there is much to testify to the extreme^ 
^dedication and hUn?aniiy of so many in the academic^ 
^--z* * world; , . ' ^ 

that nothing in the 3tai;ement of Rights and 
' 'Responsibilities should be coijstrued in the contrary'; 
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: the highest, standards arfe, expected^f rom the teaching 

prpfesai'on; ^ , .» . ^ j -/\ 

: we must be willing to 'e5tpog.e/oura^ve3^ t scrutiny 
for l^etierment; ^ ".. 

^ : assign of our high purpose will be otir willinghfesS 
to dedl justly but finnly wifch any few Qmong tis who 
may riot share our important^ c'ommitmeint to free 
' r inquiry, and to teaching and learning excellence; * ^ 
: ' any statement related to rights and^ responsibilities 
. is not very' meaningful unless good methods of maintain- 
irig these standards exist; ' ' 

The Academic Council hereby .charges for the fall of 1971 the 
Chairman of the Academic' Council to appoint an ad^fioc committee 

to study the formation and/or functjkoning of an all- 
college committee to serve in the capacities mentioned in 
Part 2, Recourse , of the report of' the Ad-hoc Committee on 
Academic Rights and Responsibilities; and 

> to report at the regular December, 1971 meeting; and 

to consider the following: 1. A faculty committee and 
panel similar to the Faculty Hearing Commit^tee and Panel; 

2. Such a body be elected prlbr to any particular need; 

t3. That such a body perform the on-going work^ of research 
on similar bodies on other campuses ; 

U. The membershiip be 'open to bdth tenured and non- 
tenured members. « * 

5. - The body consider only charges ntade in writings but^^ 

by an^: member of the college community: ^tuden^, faulty member, 
stai:f, administrator; 

6. Simplified mechanism .for initially determining 
existence of prima facie case; ^ 

7. Sanctions' against those bringing frivolous charges; 
8i Procedures consistent with general du6 process and/or 

AAUP regulations; ^ ^ 

9, The Carnegie Commission Report^i ' ^ 

Prive'leged Communication ' 

the Academic Council of Towson State College supports the attempt 
^to establish the right of '^prlveleged communication*' for«^ faculty 
members when In their" role of counselor for students. 



Short Bibliography 



These indiicrate some opinions that are held about the colleges 
today: ' , * 

"Faculty Featherbedd\ing," Time , May 10, 1971. 

"UnlBasy^ Profs, Tenure, for Teachers" is Beginning to Crumble," ^ 

a recent Issue, ok The Wall Street Joumal » ^ 

A rather insidious, article on the 'disadvantages of tenure, 
"Are Americans Losing Fkith in Their Ck)lleges?" The 

"Moonghooter" Report Editors of The Chronicle of Higher 

Educa tion, 1971/ "\ 

Academic Freedom and Responsibility 

"Limits of Academic Freedom," Time , M^rch 15, 1971. * 

"Report of the Gartnegie Commission on Higher Education," 
The Chronicle^ of Higher Education , March 1^,' 1971. 
This^ includes both the Model Bill of Rights and 
Responsibilities, and their report. / 

"Academic Freedom, Academic Responsibility^ and Academic 

Due Process," American Civil Liberties Union, September, 1966# 
A very good series, slightly polemical in nature. Its 
definition of Academic Responsibility is a bit restricted 
for current problems. 

Two articles in The Chronicle of Higher Education , February 8, 
1971, on a dode of Conduct, and Sancjt^ions at Stanford 
University, 

This should 'be consulted by any group considering a faculty 
^committee to apply sanctions. 
Various documents of the AAUP (see the By-Laws of the Academic 
Council), in Policy Documents, and Reports , AAUP, 1969. 
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FACULTY SELF DISCIPLINE ^ 8-73 

(Approved by the Academic Council- February T, 1972) 



A report, of the Ad7Hoc Committee on the Iniplemeritation of the statement 
^on Academic Freedom and Responsibility. 

I. Int roduction 

The committee has tried to formulate a set of simple flexible 
procedural guidelines foi* handling alledge^ violations of the 
standards of Academic Freedom and Responsibility as accepted 4 
i' . by the Academic Council, January U, 1971- 1' ' 

Having read aijjd-^discussed the available relevant materials the 
committee determined that it "should be guided-by the premise 
^ that the faculty ^l^as the group* best able to judge fellow faculty 
1 membeers , and fu^Her that it ought to do so ; in short , the 
j faculty should discipline itself. 

The committee further .iecided that the 'procedure developed by 

a nine-member corqmit-t^ of the AAUP Chapter fef' Stanford University 

and adopted by that faculty provide'd a s ens i Die and vklid starting 

point for our deliberations. We then proceeded, altering and 

adapting the Stanford procedure to the situation at Towson State 

' College. - \ 

V, - / \ ^^^^ • , 

It might be noteo^^at sanctions--4^i_the^form of wj.thholding of 

pay or fines are not- possible under the cbntTKcts that this 

faculty have signed^ It might be further noted that nothing in 

this proposal is intended to precj.ude reconciliation at 'any point. 

11. Outline of Proposal - ^ / . ^ 

^ A. Sanctions ' . ^ , , 

..B. Applicabilrty 

C. Faculty Panel 

iD. Faculty Screening Agent 

E. Faculty Prosecuting Agent 

■ F. Faculty, Tribunal . 

. ' G» Orgariization of Hearing 

H. Hearing Procedures 

' I. EfecisioQ and Implementation 

Disruption of Proceedings * ' ' ■ 

III. / Proposal * , " 

A. ^ Sanq;:.t ions " ^ 

Any Faculty member who has bean dete^rmin.ed , under the pro- 
cedures herein described, t6 have violdfced' ^^ndards of 
' Academic- Free^m arid Responsibility is subject to^he . 

following sanctions, if recommended ^by the Faculfby Tribunal, 
The sanctions ar*e listed in ascending order of severity.' 
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!• A verbal yarning, ' by the .^^'Jaculty Tribunal., This warning will 

not become a part of the permanent file of the* Faculty member 
*• involved, , , - 

2. A censure . 'The President o'f the College shall censure in 

writing and that document shall become a part of tlje permanent 
file of the Faculty member. 

, 3. Dismissal from the^ College . To be implemented, pi?ocedures 

. described in individual contracts must of coulrse be followed. 

Applicq.bility * ■ ^ 

This document applies to all members of the teaching faculty (full 
and part-time) 'of Towson State bollege. 

Faculty Panel 

1. At the beginning of each academic year the Executive Comfii^ttee 
of the Academic Council shall oversee the selection of a panel 
of twenty ^20 ) ^eligible faculty members. 

.2. "The Executive Committee shall prepare an accurate list of eligible, 
full-time faculty in service for that academic year and -shall ran- 
domly select sufficient names to iffaJce- up^ th^ panel. , 

3". The only stipulation is that the selection process must produce* a 
panel whoseN'ratio of. tenured to non-tenured faculty reflects "^he^ 
ratio that objb^ins in the college academic community. For 'our 
purposes De Fac^Q'ajld De Jure Tenure 'are equivalent. ' 

^U. The Council Chairman then announces the selected panel, and all ° 

selected should serve unless circumstances make ^ch service 

■ ♦ 

. impossible . 

5. If ijidividuals chosen cannot serve , sufficient additional panel 
members shall /be immediatelyv selected by the . above procedure to 
complete the '''panel, and fulfilling the requirement in number 3. 

6. If the panel membership 'is exhausted in the selection of tribunals 
from that membership before the end of the academic year (See-.. 
sections F and G of this proposal) sufficient additional members'* 
to form a new panel shall be selected through the above procedures, 



7. An .individual having served on a panel shall not be eli^T^J^e^f oi^ 
selection* to' subsequent panels for a period of five years from the 
date of selection to the initial panel. 

Faculty Screening Committee ' ' 

*1. The 'Chairman th^ Academic . Council sh^ll ^s^elect at the beginning 
of eaGj:! academic year tfiree ^' faculty members to serve in the 
capacity of screening committee. Decisions of the screening 
committee shall be on. the basis* of a simple majority. 

2. A faculty member shall not bg^asked to^, serve in this capacitj^ 
more than one term, in any f4ve-year period.. 
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3. The duty of < the screening committee i3-ia_scjreen all w.itten 
and signed complaints .(pral complaints will not be heard)— 
agai'tist any faculty member by any member of the college academic 
.community involving the standards referred to above. The 
committee is to detejonine if such complaints are sufficiently 
serious- to'be forwarded to 'the prosecuting" agent'. 

h. It follows that all' frdvolous charges are tQ be dismissed out 
V of hand. 

5. .Th.e s.cr.e.ehing_coimittee may not be called td- testify in any erase 

that they have scj?eened< , 

6. Assuming that the screening committee has determined that a case 
warranting further action exists he so informs the Chairman of 
the Academic Council. 

Coitoe.nt:" A screening committee^grovides *a simple method of determine- 
ing the existence- oi^^i^na facie cases and also should I 
quickly dispose o*/^most frivcJlous , charges . ^ ' ^ 



"^E. FacuIiry'~PrDKHcti:t4-ii^~:-Ag.ent » . 

' . 1. The Council^ Chp^irmran- selects a tenured. ^full professor from th.e 
faculty *(see coninent below) to serva*in'the capacity of, 
■ Prosecuting Ag^Ht . ^ ' ) ^ . 

2. In no case -should the compl-ai'nant" or any ^p-arty to the complaint 
^ - servq as the prosecuting agent.- . t . ^ s 

3r An .individual may serve^ as prosecuting; agent on only one case in 
^any* five-year period. 

^ ' ■ . « -> }'^' ^ *■ ' . y 

Comment: The committee agreed that 'such cases as might -arise would / 
tend to stir up hard feelings and animosities ainong xhe 
part ici pant sT^ In order to„ avoid any possibility 'df • intim- ? 
idation^ of Ahis person by use of the promotion and tenure 
procedures] of the college,. the committee felt .that the qual-- 
ificatiofts stated would provide ^sufficient* protectitons in '^.-^ 
all cases. j> . ' ^ - , 



F . Faculty Tribunal • e 

1. -pnce "a pr;ima facie case fias bee^ determined the Chairman of the 
£ Aeademic Council shall, provide /for^the random selection of* 'five 

names from the list of 'members of the Faculty , Panel . 

^ !» ''' 

* ' 2. The' ratio of tenured .to non-tenured members of the tribunal must 
reflect the ratio that exists college-wide, except that the 
. respondent may request that three (3) members of -the tribunal 
'"^-^ ' reflect his/her tenure status. . ' 

3. T^S^^^ouncil Chairman shall conve^n^ the selected panel immediately 
and cortd^ct an ^election where ^ ^by majority vote, the meml^rs 
^select a^chairmaji :?r pin their number. . " 
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Organization-' of Hearing x 

i; The respondent mu^ be served with a copy of th^ complaint 
by the prosecu^^Ing agent and shall be* given a reasonable 
time' to prepare a written response to the complaint and 
prepare a de^fepis^. ^Unless unusual circumstances exist, a 
hearing by 1>tle tV^bunal* must be held within thirty days of 
4:he servifig of the complaint. 

2. Choice of met^hods: The^ respondent has the right to chpose 
* between a private and public hearing. If no preference is 

expressed the hearing is as^suraed to be public. 
^ • , 

3. Challenges 

a. . The prosecuting agent and respondent each have one 

preemptory challenge. 

b. Tribunal members challenged are to be immediately 
• replaced from the Faculty iPanel by a person who 

has the -same tenure steitus as the person^ challenged . 
The Faculty Tribunal, shall thus • always . have a full ' 
membership^ / 

c. Challenges for caus^ are unlimited. To be siiccessful, 
a challen'^ge must be upheld by a vote "of at least 
three members of the tribunal.,^ \ * - . 
Members removed for cause are to be immediately replaced 
from the panel by a faculty mem]Der who has the same 
tenure st3,tji*9 as the* person^'challenged. 

e. If the original Faculty Panel becomes deplete*d, 

additional meml5erfi are to be selected- as provided in 
section C 6 of this report., 

'••V 

Hearing Procedures 

1. The respondent^ is assumed to be .innocent. - • - 

2. The Tribunal having read the formal complaint and the 
respondent's written response shall agree that a prima 

,^ . faci^^ case does exist or the proceedings, will be 

dropped. : . 

3v *1?he Tribunal shall determine the "nj-aximum sanction 

:)OS'Sible on the basis of the written evidence, and the 
reB^pondent shall be informed. * . 

' ' ' . 

U. The" respondent shall have the right tg be represented by 
anyone he/she^ chooses. - ^ « 

« 0 

5- Technical legal rules of evidence need not be followed. 



^J . The tstjaiji shall rule on all questions of .admi'ssibility', 
If either party objects to any such ruling, a majority 
vote of the Tribunal shall be 'fiecessary to, overrule the 
decision of the chair. 



8-73 

7. If the respondent has requested a private hearing there 
is to be no direct media coverage of the hearing. If 
the hearing is public the chair has the responsibility 
jDf determining the kind and amount of direct media 

[coverage to be allowed. 

8. /Some form of verbatim record (stenographic or/tape) shall 
be kept of the hearing etnd shall be made avfitilable to both 

Varties. 

Decision and Implementation 

1. Having heard evidence both oraj^^d. written on both sides, 
the Tribunal shall render ij^aeci sion and communicated 
same to\respondent .*and cydtfplainant , ^d to t'he President 
of the CoJLlege. 

^"Any recomme^ndation of the Tribunal/ shall require the 
concurrence ''of at least three m^eiftbers, except that the 
Tribunal sha\ll not recommend the sanction of dismissal 
without the Concurrence of atyleas^ four members. 

3."* Sanctions short of dismissa;^ shall be'^handled locally by 
the appropriate of ficial;^and procedures. 

U^^ In the case of a recommendation for either censure or 
dismissal, the President of the College may agree to 
the Tribunal's recortoendat ion ; h» may reduce it or he 
may quash that recommendation. 

'9 

' The Tribunal shall forward a recommendation^ for dismissal 
. of a non-tenured faculty member to the appropriate 
department and D^an. ^ * _ * 



6. A recommj^ndati-on for Jihe dismissal* of a tenured faculty 
'member shall be forwarded to the President of the College 
^ who" may then instituj-e the formal dismissal procedures 
delineated in the "Jowson State College Constitution. 

J. in cashes whefe the Tribunal determines that the complaint 
"is without substantial merit , they ^may recommend: ^ 

a. war^ning.to complainant 

b. reimbursement by 'the- college for all , or part of the 
expenses incurred, by. the Respondent in presenting 

a defense. 

Disruption of Proceeding's 

1. If a public hearing is disrupted," the chairman may declare 
'.the hearing closed- and exclude all persons; provided, 

that the.« respondent may„najne up to 2^ Faculty members 
^ whp ^hall be admitted to the hearing. Should any of these 
' Faculty members disrupt the^^ hearing , they may be exclUdred. 

If 'the respondent? should disrupt the hearing, the Tribunal 
-w. may exclude that person and proceed wli?-h the hearing. 

2. Any Faculty member who disrupts a hearing shall be subject 
'to charges under this sta-^ement .^^ ^ ' 

• ' 187 ■ ' , 
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The foI3t<5wlng standard U^jjiV-^^'la'cult^^^^^^ shall be used: 
Profe^or, Associat^^r^fessor, Assistant Professor, and 
Inst^ctor. 



•t^ach colleg'e should seek a balanced distribution ,in rank. To 
achieve -this objeciive, not more than 50% of the faculty merabers 
should occupy the ranks of professor and associate processor, 
afid mot more than 2S% should occupy the rank of full professor. 

The foliovring guidelines are prescribed^, for appointment in rank 
r for promotion of facuity ruembers. / 



Profe.' sor. 



t\ It 1 





(1) . ' ^'he earned doctorate, or its^quival^t\ "Equivalent" 

is interpreted to Mean outstanding acnievement in 
teaching, in the arts^rfiusic, letters, sb^ence, re- 
search, or public se^ices. 

(2) . ^ive years of fuZl-tiine college teaching experience 

iiixceptions mayyoe made for research or comparable 
professional/activity. 

Excellenpd^ in teaching. 

Evidpfice of continuing interoist in the ajrfea of speciali-./ 
iadToa througn\such activities as research, publicatio^^ 
ind part icipation in the programs of professional societies. 

Particif.ation in tht: activities of the academic community 
such as performing assigned administrative duties, coopera- 
ting with colleagues, assuming committee responsibilities, 
counseling students, and evidencing interest in community 
relations. « . 

See ''GuTd'^^irbne.a.J'or Promoting to oRrofea'sor Faculty^ .....^i;^^^^ 
Who Do Not Hold "A!'n'"-it*arned Doctorate" paee^^.j5^.x" 



b. Associate I'rofessor. 



(1). The earned doctorate, or its.^quavalent, as,._defined in 
3 a abov,e. in unusual circum&^^wa^es, an indiv^ual may 
be considered if he has completed^t^i academic require- 
ments for the doctorate except for dissertation. 



(2,). • Thre^">^^rs of full-time coll^ 
(3). Excellence in'^teSt^hingj 



t#^ct 



cJpdn^ 'experience. 
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aridence of continin^r^ ^rj^ the area of speciali- 

zation tHrough jfk^tivitlp^ as research, publication, and 
parti cipationy^T^^he proj-calns of professional societies. 



(5). Participation in the activities of the academic comI^unity 

such as performing assigned administrative dutteg^ coopera- 
ting with colleagues, assuming committee responsibilities, 
counseling students, and evidencing Int^r^st in community 
relations. 



(6) 



.See "Guidelines For Promotin|^To Professor or Associa-t^e — 
Professor F^culty^ Who Do' r^et^^Hold An Earned Doctorate: 
pag^ H-3. 



Assi'st^nt Frofessor. 



r 



(1). Xl^e earnexJ doctorate is desirable. As a minimum, an 
/individual should possess the Master's degree plus 
^ additional credit hours. ^ ■ «" * 

C2) . Evidence of growth in effective teaching. 

(3). Pursuit of continued graduate study toward a doctorate 
or oXher terminal degree. 

(A). Participation in the activities of the academic community 

such as performing assigned administrative duties, coopera- 
ting with colleagues , assuming committee responsibilities, 
counseling students, and evidencing interest* in community 
relations . 

I Instructor ' ^ 

(1) . Master^s degree in the subject field in which he teaches. 

In unusual circumstances, an individual may be considered 
if he possesses only the Bachelor's degree. 

(2) . Pursuit of continued graduatte study toward a doctorate or 

other terMnal degree. 

(3) .\ Evidence of potential for effective college teaching. 

(4) . Villii^gi^ess to participate in the activities .of the^cademic 

community. 

Visiting Appointments 

The prefix "Visiting" before an academic title (i.e.. Visiting ' 
Professor) may be used to designate appointments without tenure. 

Additional Titles . ^ 

No new titles or designations Wiethe exception of "lecturer" 
may be utilized for appoi^ntees to the academic staff of a college 
withotit prior approval of the Board. - 
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GUIDELINES FOR PROMOTING TO PROFESSOR OR ASSOCIATE PROFESSOR FACULTY 
WHO DO NOT HOLD AN EARNED DOCTORATE . * 



Adopted by the Academic Council May 28, 1973 for Professor 
Adopted by the Academic Council ^cember 2, 197A for Asso6iate Professor 

\ :, 

The following' shall be employed when a person without the .earned 
doctorate is promoted to tlie rank of Professoj at Towson State College: 



ft 



2. 



4. 



Only persons with „Cenure shall Be eligible for such promotions. 

\ 

Nominations by departments must include, for each case: 



a) 



b) 



A separate document adducing the evidence from and criteria 
by which the department has concluded that the doctorate is 
HjOt required^for the promotion. Among these may be^t^ie subV, 
stantiated facjt that the doctorate is not the terminal degree 
in the nominee's areas, and testimony from reputable sources as 
to competence. In pat'ticular there must be a demonstration 
that the nominee is already functioning at a level appropriate 
to the higgler rank. ' > * ^ f • , i 

A confidential vote of concurrence 'in (a^ by each tenured 
member of the department, irrespective of rank, submitted 
-directly to 'the next h^her level of decision. 



Upon r^is^ipt of the complete^ departmental nomination and if a 
majority of the tenured members of the department concur in (a) , 
the next higher level of decision — the divisional co'mmi t tee at 
the present time — shall consider the nomination and its priority' 
equally among others* If this rtext higher level of decisions 
reconmiends the promot ion , equivalency will have been established. 

When nominations for ^promotion are at the last level" of decision, 
"the possession of the doctorate shall not be a factor in the 
decision. All other criteria shall, however, be applicable. 
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FACULTT evaluation at T' 
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Committee on Faculty 
by the College 
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Earl Willie 
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FACULTY EVALUATION AT TOWSON STATE CXJLLIXIE 



DEPARTMENT AND COLLEGE EXPECTATIONS OF FAfiULTT 

A. Department oblieations and procedural safeguards 



» All faculty members have a right to know, frotn the tijne of their 
arrival pn campus, what is expected of them as college teachers 
and as members of the College community • New faculty sh^ll be 
informed of the tjrpes of contributions they can. make to the College 
canmunity Mhlch may lead to greater personal and professional rewards, 
No uniform particular statement of expectations can be formulated 
which is strictly applicable to all departments* Nevertheless, by 
the . terms of the 1971 AAUP statement on '^Procedural Standards in the 
Renewal or Nonrerlte^al of Faculty Appointments," the College is obligated 
to be prepared to state reasons for non-renewal of a pro^bationaiy 
faculty member »_s contract. To do this convincingly, the College must 
be able to cite violations of clear and previously-stated standards 
and expectations. Therefore, it ie the responsibility of all departjnentB 
in which new faculty members are appointed to provide each person, 
within a semester pf the initial appointment, with a statement of 
expectations, A copy of this statement must be sent at the same 

' time to the appropriate Divisional Prornotions and Tenure Ccmmittee^ 
TKe staiement of expectations must inblude: 

% . . . . ■ ' 

is tfepartmeht -expectations a^d particularly any respohsibilities 
which might be peculiar to the particular posj^tion to which 
• the person was appointed;^ ' . , - 



Z. College-wide expectations as listed below and as contained inw^' 
the College's general Promotions and Tenure policy statemehts/ 
as found in Sectidn III of this document; 

3, the Board .of Trustees' c,riteria for promotion and any department 
• criteria which exceed the Board of Trustees' general requirements. 



The following is a list of basic activities that ai;e expected of 
faculty members in all departments. It is intended that this list 
will provide a statement of general College expectations of faculty 
and also the guidelines needed by faculty who desire merit increments, 
promotions, and tenure. 

The basic philosophical commitment of Towson State College is to the 
highest quality program of undergraduate and master's level education 
we as an academic community are^ capable of producing. The key person 
in this effort is th^ faculty member, and any statement of College 
expectations of faculty centers ' about this commitment; hence, 




B, General College requirements of all faculty members 
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1. 

2. 

3.' 
h. 



A fa^culty member's primary concern is effective teaching and 
continued scholarly, growth. Coirlmitment to ,a discipline involves 
an awareness of .the recent scholarship in that area, 

A faculty member engages iny advanced study and is involved in 
t prof essional organizations in order to grow intellectually. 

'A faculty member yne^ets hisAier classei^ 'regularly . 

A faculty member is ready to advise and assist students in.' 
^matters relating to his/her discipline, and is available through 



,ce 



office hours and appointments. 

A faculty member shares the responsibility of College goverr^i 
through committee participation. No faculty member, however^^^Jieed 
serve on more than a reasonable number of committees, 

p ' 

6, A faculty member participates each year in the "general evaluative 
process (annual report*, student questionnaires), 

C. Board of Trustees' Regulations 

Chapter VII, C of Laws Relating To arid Governing Policies of the 
Board of Trustee s of the State Colleges of Maryland , July,"T975T 



II . FAOJITT EVALUATION : SOURCES , METHODS , ' FREQUENCI 

In order to establish a uniform system of evaluation, two fundamental 
questions must be as.ked: What is to be evaluated and how is the / . ' 
evaluation to be carried out? ^If clear guidelines can be Established 
in regard to these two question^, then evaluations^ within e^ch department 
can be flexible enough to rn^eef particular needs without destroying the 
uniformity of the whole system* * , - ■ 



A. Sources for evaluation 



In recognition of the fact that Towson State College is primarily a 
teaching institution, the evaluation of faculty members shall 'be based 
upon activities in two broad^ defined areas: activities in which the 
'instructor comes into direct contact with students in a teaching-leaiming 
situation and professional activities ^which are related or supplemental 
to teaching but in which there is not necessarily a direct Interaction 
between instructor and student. 



1. Teaching 

Thim is defined as the faculty member's performance in the classroom 

Ltuation, whether it be lecturing, conducting discussions, or 
^directing laboratory experiments. It also includes^ activities such ' 
as field trips, supervising student projects, or oiher functions 
appropriate to teaching a course for which credit is granted the 
"College* 
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2. Professional responsibilities' 
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The faculty plays a vital role in deterrnining the policies, ^ 
character^ and activities of Towson State College, Individual 
faculty members are responsible • to the degree of their 
acceptance of such responsibility for the quality of 
Towson State College, both externally and internally • They 
can shape the academic community as well -as define its relation- 
ship to the public coinmunitj' . To a great degree, these matters 
are determined by the. quality of teaching. However, the 
responsibilities of f acultjj members for the excellence of this 
institution do not'^end with fulfillinent of their teaching assign- 
ments. While each departjnent may wish to make adjuslinents or 
additions to suit its particular discipline, faculty members 
should also expect evaluation in the following four areas: 

"a. Achievement of approprd^ate formal degrees 

Completion of the doctorate or a comparable degree is 
expected; Recognition of sjijjecial cases in which the lack 
of this ''degree is overshadowed by the individual's unusual 
accomplishment in his/her field is discussed in a separate 
policy document entitled Guidelines for Promoting to Full 
Professor Faculty Who Do Not Hold an Earned Doctorate,'* 
adopted by the Academic Council in May, 1973. 

b. Scholarly growth 

Evidence of scholarly growth includes not only increasing 
one's general, knowledge of hisAer field, but also conducting 
research and other creative activities and participating in 
professional organizations and/or meetings. Scholarly growth 
is not confined merely' to learning; it must also be an exercise 
of the methodology of one's chosen discipline; that is, such 
growth will almost certainly yield tangible evidence in the 
form of publications, e^diibits, lectures, recitals, and otl^er 
products. Research and scholarly expression need not be only 
the highly original kind which" advances knowledge; such critical 
and analytic activities as the writing of book reviews *or review 
. pssays should be encouraged, as well as the compilation of the 
\pesults of current research into a paper or a book which can 
^ used ^f or instruction. In one these ways original 
l^search or expression, critical analysis, or synthesizing « 
existing data - the good teacher should give evidence „that 
he/she is functioning as a scholar. 

* " to. 

c» Service to the department and the College 

Service here means active involvement in departjnent and Cqllege 
^committees, special programs, approved activities of the College 
for which no credit is granted, or other activities which promote 
the educational andl administrative functions of the College. It 
is the personal responsibility of the faculty member to make 
continuous contributions to the development of his/fter department , 
and the College in some Of these ways# It Is a joint administrative 
faculty responsibility to determine which areas' the faculty member 
can most effectively serve. 
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d. Community -related activities 

♦The following, examples of jcommunity -related activities help 
to indicate ^tiat is meant by appropriate work-in this area: 
(1) a sociology professor taking part in a study on- the needs 
and aspirations of a particular comrnfcinity} (2) a Speech 
pathology professor engaging in clinical work; (3) a theatre 
arts faculty member assisting in the developm>ntof a ccommunity 
theater; (U) teachers from ^ the music department abiding, in the 
development of ccanmunity orchestras; (5)' members of\(he ^>olitical 
science department heading and/or sponsoring community forums 
and debates en political, social or electoral issues^/ActJvities 
indulged in merely for the purpose of favorable evaluatio^are 
not what is meant by the term "cpmmiinity -related activities.**' 

Not all faculty^ members will be in a position to bring personal 
expertise to the direct s*ervice of the community, nor sht>uld 
they be compelled to participate in sv^^ch activities unless 
they fonn a part cAf their duties at the College. For these 
reasons, faculty members shall not be penalized for not partici- 
pating^ any more than they shall be encouraged to substitute this 
activity for lessened performance as teacher and schiclar. 

■■ / ^ , . , 

Methods of evaluations 

1# Evaluation of teaching 

Teac'hing effectiveness is operationally defined as the sum of 
preparation, process, and pt*oduct. By d^inition, preparation 
includes all of the steps which must be taken in order to conduct 
a course or unit in a particular discipline! The minimum pre- 
paration, irrespective of discipline, shall include' a syllabus 
stating the general and specific objectives ot the course or \init, 
forms of academic evaluation, and standards expected. These objectives, 
forms and standards mfust be explicit so that they will serve as 
guides for both instructor and student. 

Process is >riiat occurs* in all student-instructor interactions. The 
nature of these interactions is ^therefore important. They consist 
of instinictor and/or student activities- which lead to progress on 
the part of the student. 

Product is the intellectuar and behavorial change in the student. 
It is tjie sum of preparation plus process; consequently, if thesd 
two factors can.be given a superior rating, maximum learning is 
likely to result. 

Each one of these factors may be jointly or separately evaluated* All 
of them, however, must be subjected to an evaluative process which 
considers them as an integrated whole • These evaluations may take 
the form which is best for a particular discipline and may involve 
different persons. The adequacy of the instructor's preparation and 
process should be evaluated b}'- obtaining feedback from students, by 
observing student and faculty interactions, ^nd by talking with the 
faculty member. Learning can be measured by pre-testing (before 
conmencement of a -course or unit) and post-testing (after completion); 
by comparing student performance on equivalent forms of a test; by 
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ccBiparing student performance in separate classes taught by 
the sapie instructor; ahd/or tiy any other criteria deemed 
"appropriate for a given discipline, 

A faculty member can be considered effective if preparation 
and process result in learning, 

a« Role of students ' ^ 

Student opinion mugt be sought as part of the evaluation of 
faculty. To obtain student opinion of individual faculty 
members, each department must, with the .advice- of students 
\fho are majors in. that discipline, develop its ovn evaluative 
fdrm(s)-and decide the time of administration, Ary ^later ' 
revisij^i(s) of the form(s) must also result from department- 
student consultation. All final forms for soliciting student 
opinion, trhe procedures used for the development of the forms, 
and a descriptio?lSNo£ the method (sr£ administration of the forms 
must be submitted annually to the College Promotions and Tenure 
Committee for approval before adoption, ^ 

All facully members are expected to participate each year in 
this part of the evaluative process and ar^ cautioned about the 
following matters: (l) evaluation forms must have the formal 
.approval of the department; (2) to preserve students^ anonymity, 
faculty members must not allow , students to sign their names to 
the forms; (3) someone other than the faculty member who is 
being evaluated must administer and collect the evaluation forms. 

Departments are cautioned \o protect the security of the informa- 
tion obtained. Also, because the evaluation, of ^a faculty member 
is not a public process, the results of student evaluations shall 
not be made public infoimation. Copies of the^ data will be given 
simultaneously to the faculty member and to tfife department chair- 
person. Using a form prepared by the College Promotions and Tenure 
Commitiee, qach -faculty member will#prepare a summary of the student 
responses in. each of his.Aer classes and a written analysis of - the 
♦Implications of these -responses , If a majority of the department 
determine to have student evaluation ^summaries prepared by a member 
or members of the individual's Bank Committee, they may do so 
provided the individual faculty member shall retain the right to 
approve the summary or to submit an alternative summary as part 
of his/her promotions file. The department chairperson will make 
this summary available to the Department Rank and Tenure Committees 
and the' Divisional Promotions and Tenure Committee at the appropriat 
\ time. ^ ^ 

b. Role of faculty 

While the role of students, in the* evaluation of teaching is 
Important, the role of the faculty in ^fnaking Judgments about*' 
its membership is of primary importance. The 1966 AAUP 
"Statement on Government of Colleges and Universities" speaks 
directly to this point: 
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Faculty s-tatus and related matters are primarily a 
faculty responsibility J this area i-ncludes appoint- 
ments, re -appointments, decisions not tp reappoint, 
promotion^, the granting of tenure, and dismissal. 
The primary responsibility of thf faculty for such 
matters is based upon the fact that its judgment is 
central to general educational policy •^Furthermore, 
, scholars in a particular field or activity have the 
chief competence jfor judging the work of their 
colleagues; in such competence it is implicit that 
responsibility exists tor both adverse and favorable- 
judgments. Likewise, there is the more general corapetence 
, ' of experienced faculty personnel committees having a 
broader charge. Determinations in these matters should 
first be ty, faculty aciion through established procedures, 
reviewed the chief academic officers with the concur- 
rence of the board. The governing board and president 
should, on questions of faculty status, as "in other 
matters where the faculty has primary responsibility, 
concur with the faculty judgment except in rare instances 
and for com.p€lling reasons which should be stated in 
detail. The faculty should actively participate in the 
determination of policies and procedures governing 
salary increaises . 

'J 

The methods which the faculty can use to evaluate teaching 
include Classroom visits conferences, and consideration of 
written materials and statements submitted by the person 
being evaluated. .\ , . 

(1) Faculty visits 

To make evaluation of uniform quality and validity, a 
standard policy, is hereby established for the entire College: 
as a minimum standard, all non-tenured faculty shall -be 
visited at least once a year by no fewer than two members 
of the Department Rank Committee. This practice will be 
continued each year of the probationary period. The members 
of the Rank Committee may wish to visit the classroom 
separately in order to evaluate the instmictor on the basis 
of more than one performance or they may visit in a single 
group td^ minimize the disruption of classroom privacy and 
to compare impressions of the same perfonnance. If a serious 
vQuestion arises in regard to the instmictor's abilily in the 
classrocjn, the Committee may wish to make additional visits. 

In the case of faculty members appointed to the College with* 
many years of full-time teaching experience, the department 
need not continue the visits beyond the first year. However, 
such visits are to be encouraged for purTposes of professional 
growth • 
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(2) Taculty Conferences ^ 

'Classroom visits constitute only^ one part of the 
faculty's role in evaluating teaching. Soon after 
the visits have been completed, the persons vriio have 
visited shall meet with the instinictot to discuss 
both the classes they have eeen and the methods and 
objectives of the course' as explained by the instructor. 
Methods and activities not observed during the visits, 
such as special discussions, written pampers or experi- 
ments, field trips, u^e of audio-visual aids, and ^ 
examinations may also be discuesed at this time. Faculty 
conferences can be bf value in two ways: they can provide 
a better^ bas.4.s for evaluation; they also can be a major 
step in the effort to improve teaching. Faculty members 
are given the opportunity to discuss and exchange ideas 
regarding their teaching methods, their philosophical 
points of viiew, and the content of the course^. The 
conference can serve a^ a learning as well as an evalu- 
ating process. 

(3) Subnission of written materials 

The standard annual report for all faculty- memt)ers requires 
subnission of data relating -^o teaching and professional 
responsibilities undertaken during the past year. Syllabi 
for all courses that are repoirted to have been taught must 
be attached to the form fo^ the us^ of Department Rank and 
Tenure Committees. Together thefie documents shall constitute 
the minimum written report required for all faculty each year. 
Persons eligible for promotion or greater-than -normal incre- 
ments may wish to subnit additional written materials such as 
examples of examinations, descriptions of special project^ 
undertaken, or other items felt relevant to an evaluation of 
contributions to the department and to the College. 

2. Self -evaluation 

-The most effective evaluation for the improvement of instruction is 
the self -evaluation of each faculty member in the academic community • 
Self -evaluation means the continuing concern and active pursuit of 
each instructor for a sensitivity to all facets of the teaching- 
^ learning situation. This iitiplies a positive approach to the educational 
goals sought cooperatively by^the College,, the department and the 
individual faculty member. Evaluation demands continuing analysis of 
curriculum and instruction in terms of underlying philo&o]phy, instructiojnal 
procfdure^ and educational outcomes. Measures of these" tend to approach 
validity to the degree they \become voluntarily the primary concern of each 
faculty member. ConsequentlyV the initiative for instructiV^nal improvement 
begins with each faculty member and transcends any artificial evaluating 
procedures imposed by the College and/or by the departipent^ 
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3# Suinrnary : Evalua'tion^by th^ Department Rank and Tenure Committees 

Information for evaluation of the activities of the faculty in 
performing their normal or traditional role of teaching may be 
gathered from four distinct sources: student questionnaires ^ ' 
clfi(ssrx3om visitations, faculty conferences and information sutiritted 
by the individual faculty member. These sources are not necessarily- 
listed in order of their importance. The decision as to the relative 
importance of each in the evaluation process must be made by each 
department'. ^ - 

The methods ty which the members of the Department Rank and Tenure 
Cormnittees evaluate their colleagues' professional activities outside 
the normal "teaching -learning situation must not be too rigidly 
defined. Their comments on scholarly growth, the value of the 
instructor's research and publications, and service to the College 
and community are usually based upon impressions gathered in both * 
formal and informal associations over a period of time. Neverthe^ss, 
even thpugh the methods of this type of evaluation are loosely /lefined, 
there is no intention to imply that these activities are of minor 
Importance. Teaching includes professional activities both within ' 
•nd outside the classroom situation. 

C. Frequency of evaluation - 

1» All faculty will be recommended" at the department level each year 
for normal or less -than -noymal increments. Basic documents for 
this recommendation will be an annual report and student question- 
naires. All faculty may be evaluated for greater-than-normal 
increments if the College Promotions and Tenure Committee so directs. 

2. Non-tenured faculty will be evaluated each year of the probationary 
period for reappointment and/or promotion and/or tenures 

3. Tenured faculty will be evaluated for promotion as their cases warrant. 
Whenever requests for pranotions and/or greater-than-normal increments 
,are made, evaluations at the department and divisional levels will 
need to be comprehensive and supported with adequate data.*^ 



III. PROMOTIONS, TENURE, INCREMENTS 

An adv^Lsory opinion from the AAUP states that disciissiols and decisions 
concerriing promotion and tenure are of such primary importance that faculty 
members ]on leave or sabbatical must be present for such discussions in 
order to vote . ' ^ ' 

; ^ . ' ^ 

A. Promotions ^ - ^ ) 

The College Promotions and Tenure Committee is responsible for overseeing ' 
the standards for promotion throughout the College. These requirements 
for promotion must be similar for all faculty in every department. Both 
the fafeulty member and the department must bear in mind that evaluation 
for promotion involves both jpbjective and subjective judgments. 
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In genefal, judgments for promoticin should be made by faculty at ranks 
higher than that of' the individual who is being considered. Under certain - 
specified conditions / however, cqmmittees may include voting members from 
lower academic ranks (see Section IV, C, 3 of this report). 

B. * Tenure . 

The College te^iure policy is based on the AAUP statement entitled '^Academic 
Freedom and Tenure, 19 UO Statement of Principles and 1970 Interpretive 
Comments'^ and the Aj\UP" ""1972 Recommended Institutional Regulations on 
Academic Freedom and Tenure" (s'e.e Appendix F, Faculty Handbook and AAUP 
Policy Doculnents and Reports, 1973 edition). In addition, the following 
two policies relate to tenure : ^ ' " 

1. Since all terrtlred members of the f acviliy Jiave a stake> in who their 
permanent colleacues will be, all tenured iTii(Einbers of a departinent, 
regardless of rank, are entitled to participate in the department's 
tenure deliberations. For this reason, when a faculty member becomes 

^eligible for tenure, thifi decision shall be made^ by a Tenure Committee 
(consisting of all tenured members pf the department) before the 
person is evaluated by the department's Rank Committee, (Note: 
••Tenured'*' here includes persons with de facto tenure • ) 

I , - \ 

2, The recomnendation for tenure at the rank of Instructor should carry 
with it the recommendation for pronotion to the rank of Assistant 
Professor, A department that is unwilling to make such a recommendation - 
should seriously reconsider Aether it should be making the decision 

to grant tenure, 

C, Increments ^ " ' ' 

1. A faculty member ^should expect to receive a normal increment each 
year for the successful completion of that year's services. This 
increment should be ^g^eater than the annual increase in the* cost 
living. 

2. Department Rank Committees have the option of recommending no ' increment' * 
at all wherl the faculty member's performance is judged unsatisfactory . 

3. Additional increments may be awarded for meritorious service. Since a 
person continues to receive this additional increment for his^er 
entire career for »*merit'» accomplished during 6ne year, a greater- 
than-normal increment shculd„be ♦granted only for meritorious service 
on the basis of a rating significantly higher than that of the 
average f acult^y member, ' ) 
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FACULTY EVALUATION; THE ORGANIZATIONAL STRUCTURE 



'Evaluation of faculty takes place entirely at' the department level, 
review occurs at the divisional levels, an^ policy ,' adminlstratiot|^, / 
and the mediation %^ disputes are the responsibility of the College 
Promotions and Tenure Committee. . • , ^ * * 

Should any pf^rson elected or named to any of the committees .below be 
unable for any reason to attend coiraf^ttee meetings on a reg't^lar ba9g.s, 
he/she shaLl inform the chairperson pf that committee at once and b.e 
replaced according to rules established by the Academic /Council . 



A. College Promotions and Tenure Committee 
1. Composi^fion 



The Committed shall be coinpo,sed of seven, elected faculty members 
as stipulated by the Constitution of Towson State College. New 
members will take office when flection results d^e announced in 
the spring. Within two weeks of the beginning of its committee, 
year the Committee shall hold a meeting for the purpose of elect- 
ing by simple majority vote a chairperson, who will immediately * 
notify the Academic Council of the names of the Committee members 
and the name of the chairperson. The chairperson .will serve for 
one year. He/She will call and conduct meetings'of the Committee 
and coordinate all ^necessary activities. The Dean of the. College 
will serve in an ex officio capacity. 



2. Duties 



a. To interpret and oversee the administration of the system of 
> faculty evaluation. 

b. To establish guidelines for standards by which departments 
will evaluate their members anid to oVersee the standards for 
'Promotion throughout the College . 

c. To review annually the procedures *for evaluation developed 

by Divisional Promotions and Tenure Committees and to approve 
annu>ally all exceptions from College-wide procedural standards 
* 

d. T0 review annually department evaluative procedures and to 
^^pprove exceptions from College-wide procedural standards. 

,e- To determine the amount of money to be allocated for normal 
increments, promotions, and greater-than-normal^ incremel^ts. 

f. *^ To inform Department Rank and Tenure Committees whether or . 

not all faculty should be evaluated to de4:ermine their f 
elig-ibility for greater-than-normal increments. 

g. To determine the exact number of faculty to serve oh each 
Divisional Promotioni^ and Tenure Committee.^ 
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h. f To review the petition of a faculty member who has alleged in- 
adequate consideration in his/her claim of eligibility for in- 
crement", promotion, reappointment, and/or tenure. Findings and 
recommendations of th^ Committee shall be forwarded to the Dean 
of .the College. , ^ » ' 

Divisional Promotions and Tenur^-Gommittees 

Th^ five Divisional Promotions and Tenirr^ Committees correspond to . the 
current groupings ©f departments under Ass©ciate Deans and« are the 
following: p. ' - ' 

Division one: y Business Administration, Economics and Political 

Science, English, Geography and Environmental Planning, 
History, Sociology and Anthropology. ^ 



Division two; 



Art, Communication Arts and Sciences, Modern Languages, 
Mu^ic, Philosophy and Religion, Theatre Arts. 



Division three: Biological Sciences, Chemistry^ Mathefliatics, Physics,^ - 
' Psychology. ^ ' * / 

Division Tour : Earlv Childho od Education, Elementary Educatd^or/, General 
Education, iTT^Sa Lee Tall Learning Resources Cetiter, 
Secondary Education. ' . . / 




Div^feion/f ive : H\altli Science^, Instfuctional Technology, Nursing, 



Physical Education. 



Composition 



Each Div-isionai Promotions and Tenure CommitJtilee shall be composed of* 
five to nine faculty members elected^ by and /from the division. /The 
exact nutnber of persons to be,, elected to 'eacm Divisional Promotions 
and Tenure Committee' shall-.be established b^r the College Promotions 
and Tenure Committee on the basis of the/number of faculty in each 
division. At least one but no more thsk^ two members of each depart;- 
ment shall be members of dts Divisiooal Promotions and Tenure Committee. 
The Associate Dean for each division shall serve in an ex officio 
^capacity. ^ 

2. , Election, eligirbility, term 

All full-time "faculty members with regular contracts in every department 
may vote for representatives to th'eir^ divis-^onal committee. Those elected 
shall normally be tenured members of the faculty at the rank of Professor 
or A'ssociate Professor. However, the ^College Promotions and Tenure Comin^ 
ittee shall^ establish a uniform rule of eligibility for cases where a 
department does not have at leapt two tenured Professors qM^s^ociate Prof- 
essors. No one may serve on a Divisional Promotions and TSure Committee 
who is at the same time a member of the College Promotions and Tenure Comm- 
ittee. Members of the Divisional Committees shall serve for a term of three 
years." Each Committee ^hall, at the first meeting of the academic year, 
elec-t its own chairperson who will serve for' a term' of one year . 
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Members of the Divisional Committefe are expected to s€i*V€ as 
representatives of the College and not as. delegates from a 
particular department*. For this r^ason,^^ department chaii^peagsons 
are not eligible to serve* , . *. ' ^ 

' ■ \ . • ^ . . 

3# Duties 

> .a# Each committee vd.ll reviev^ a summary of procie^^es submitted 
by each department describing the operations of oit^ Rank and 
Tenure Committees, 

b. If deplQrtments "following the standard procedures, w forming 
RankXcmnittees dg^ not .have enough faculj^ at the appropriate 
, ranks to\p^ovi&e a committee of at least; three members, the 
Divisional Committees may designate, faculty members fron 
" , other departments to cerve on these canmittees. . . ' - 

c# "Each cS|mmiftt€e shall approve or disapprove all recommendations 
' fron departments for promotions, tenure, non-reappointmeht, and 
^ * - other-than-normal increments except those of the Divisional ^ 

Promotions and Tenure C^Jittnittee members. Their recommendations 
from the departments go directly to thjp fl^an of the-jeollege • . 
Thf Divisional Promotions and Tenure Canmittee shall jrank-^order 
promQtlgonfi and f orvjrard all recommendations to the Dean of the 
College. The Divisional Promotion? and Tenure Committee shall ^ 
inform, the f acuity 'member of his/her priority rank and shall 
inform department chairpersons of all priority rankings for 
the division. The Divisional Promotions and Tenure Corfimittee 
will not rule on department recommendations for renewal of 
contract of faculty in their second probationary year or for . 
normal increment for BxiQf faculty member. . « 

C. Department .procedureB< and depa|*tment Rank and Tenure Committees 

* !• Proceilures^ and standards ! 

Good practice reqj^jres that the institution and the .department define 
theit pritel^ia f or^eappdintment-, promotion, "J^enure and increments and • 
^' the- procedure for J%aching decisions on these matters. Paitneas to the 
faculty member pr^^scidbfS that he/she be informed, sooh after . Joining 
the faculty, of the su^tanti^ve and procedvtral standards %rtiich vfill be 
followed in reaching decisions concerning his/her reappointment, tenure^ 
promotion, and incrfei^ents. Therefore, each' depax^tment must annually^ 
approve the standards and pi^ocedures of the department. All faculty 
members vrtib have served at least one year as a full**time member of \the 
faculty, of -the College are 'eligible to participate in the department's 
deliberations oh procedures and standards. . . * 



2. Tenure Goimittee / 

All tenured members of the department are eligible to serve as members 
of the committee considering another member of the depat'tment for tenure 
(see Section III, B of this, report ). > 
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3» Rank Cbmmittees 

«♦'... 

a» Rank Committees are ^ordinarily composed of the' members of the department 
. yho hold higher academic ranks than the person to be evaluated, except 
that chairpersons regardless of rank shall be members of all^ department 
Rank Committees • In departments where there are not 'at le^st three 
faculty membere eligible to serve on a 'cofnmittee formed according to 
this standard procedure, the appropriate Divisional Promotions and 
Tenure Committee will appoint additional members from other. departments 

, as needed to bring the total to a complement of thr^e and inform both 
the College Promations and Tenure Coiiimittee and t^ person being 
evaluated of its action. Persons with Lhe rank of Professor may also 
petition the Divisional Promotions and Tenure Committee to appoint^ 
additional members to their Department Rank Committee in situations 
where they belieVe that evaluation by peers within the department may 
not' lead to the fine distinctions which are necessajy. 

b, A° department m^y, for one academic year, establish its* Rank Committees 
according to its own plan, rather than according to the procedure out- 
lined above, provided that at least one-half of the members of each 
academic rank and a total pi thriee -fourths of the members of the 
department holding yegul^ contracts certify to the College Promotions 
and Tenure Committee that. they .approve, Cerbificatioh shall consist of 
the following: a statement' of th^ plan-; a list |0f the members of the 
department \^o hold regi^ar contracts; a statement of their ranks and 
dates of appointment; their "yes" or '•no'* vote on the proposed plan; 
signatures, ./ ' " 

c. Faculty must have served at least three ye'^rs at Towson St^te College 
in prdeir to be eligible to serve on Department Rank Committees, 

I regardless of -the method of formation, 

D, jftppeals 

^1, Procedural appeals of decisions on increment and/or pr<^otion , 

A farrulty member ^o believes that inadequate or improper consideration 
was responsible for what he/she considers £o. be an adverse recommendation 
on increment and7or promotion should first discuss the matter with the ] 
department chairperson. If the matter is not resolved at this point,' 
formal reconsideration by the department or divisional committee, depending 
Upon the orit responsible for the decisioir, may be^ requested. If the matter ' 
is still unresolved, the faculty member may* submit a petition for review, . 
alleging inadequate consideration, to the College Promotions and ^Tenure 
Cciranittee, \*iich will determine \^ether regular and fair procedures were 
followecl. The College Promotions and fenure Committee will then forwsard 
its recommejidations to the Dean^ of the College, , * ' 

2, Appeals of judgment concerning increment and/or promotion ^ 

; jf^ faculty member who believes that an incorrect or faull^y judgment(s) wa^ 
responsible for v*iat he/ghe considers to be an adverse recommendation pn 
increment and/or promotion may begin an appeal' at- the level on. which the 
adverse decision'^w^ ^rt^ide. If, for instance,' the' negative judgment was 
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made at the department level, the* person appeals to the Department 
Rank Coninittee , .then to the Divisional Promotions and Tenure Committee, 
then to the Dean of the College. If the negative judgment was made 
at the divisional level, the person appeals for reconsideration first 
to the Divisional Promotions and Tenure' Committee^ then to the Dean of 
the Cpllege. If the adverse decision was made ^ the Dean of the College, 
the ^person appeals for reconsideration to' the Dean, then to the President. 

3« Appeals 'of decisions not tq reappoint or not l^o grant tenure 

In ;the event of a decision not to renew an appointment, the faculty 
member must be informed of the decision in writing, and if the person 
so requests he/she should be advised of the reason(s) which caused or 
contributed to that decision. The faculty member may request a 
^ reconsideration hy the current department committee responsible for 
such decisions. * , 

In all cases concerning decisions not to reappoint or not to grant , 
tentire, the College Promotions and Tenure Committee will, upon appeal, 
investigate to determine Aether inadequate or improper consideration 
wa6 responsible, for the decision. The College Promotions and Tenure 
Committee will forward its recommendations to the Dean ot the College. 

In cases in which a faculty member believes that faulty judgment(s) 
was responsible for a negative decision concerning reappointment or 
granting of tenure, an appeal of that decision may be initiated with 
the committee making that decision. For instance, if t^e negative 
judgment was made ?it' the department level, the person should appeal 
first to the department committee, then to the divisional committee, 
)fchen to the Dean of the College. If a negative judgment was made at 
fcie divisional l^vel, the person should ajpeal first to the Divisional 
^omotione and Tenure Committee, then to the Dean of the College If ^ 
trie negative judgment was made by the Dean of the College, an appeal 
for re cons ider a tipB should be made to him. 

kn Pinal appeals 

Within the police, final decision on any appeal rests with the President 
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SOURCE OF YOUR BENEFITS 

You arc primarily interested 'in the retirement benefits that 
can be derived through your membership. These are briefly 
explained on the following pages. They accrue both from your 
thrift ;ind from State participation. Your "Accumulated Con- 
tributions" through payroll deductions could be described as 
accumulated savings deposits. Your Savings or accumulated 
contributions arc made dunng active service in anticipation of 
their ultimate return to you in the form of annuity benefits. If 
you terminate from service without -retiring, your accumulated 
contributions, with interest earned, are refundable to you. 

In addition to an annuity derived from your contributions, 
at retirement, you are entitled to receive a pension which is 
financed by the State in accordance with actuarial design. The 
reserves accumulated will produce the necessary cash for pen- 
sion payments when they become due. This determination is 
made by annual actuarial valuation of the system and is guided 
by numerous assumptions based upon the past-c;<:periencc of 
the system ' 

t? ' . • • ' 

The benefits you may receive under/the retirement pro- 
gram should never be viewed as ;a complete substitute for in- 
dividual initiative, and responsibility in prt)viding security in 
later years. Additional income^denved from saiVj^gft, insurance, 
investments an^ other personal protection programs will be 
necessary to fully satisfy your financial needs after retirement. 

YOUR ENROLLMENT 

Upon first being employed in an eligible position, you 
wcref immediately provided with an "Enrollment" form. As a 
condition of V^ur employment, you cntcrcd'*6n the "F.nroll- 
mcnt" form the date when you started to wdrk, name of po- 
sition, rate of pay. marital status, County or Baltimore City 
Board of Education, or institution employing you, date of 
birth., and Social Security , number You also namce> a bene- 
ficiary to whom the death bcnc/it will be paid in the event of 
your death before retirement. Verification of your age is nec- 
essary and must be. made at the rime of enrollment. Accepta- 
ble documents or photocopies of such documents arc as fol- 
Ipvvs: ' . ^ ' ' 

Birth Certificate or Delayed Birth Certificate 
Birth Registration Notice 

Statement of Age Card (from Health Department in 

County of Birth) 
Hospital Birth Record, certified by the custodian 

of such record 
Assigned statement by the physician or midwife who 

was in attendance at birth 
Baptismal Certificate - , 

Family Bible Record^ 
Naturalization Record 
Military Record 
F*assport or Visa 
' School Record 
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Insurance Policy (if at least five years oj/ 
Marriage Record 
Census Record 



MEMBERSHIP 



Every regular tcathcr, oc rcgularl\# employed part-time 
teacher who receives his cX)mpcnsation from any of the 23 

" Counties, Baltimore City or State of Ntaryland must cnroll in 
the Retirement System ai the time of Employment. **Tcachcr'* 
shall mean any teacher,, helping tcacMcr, principal, supervisor 
or superintendent, attendance officer, or clerks employed in a 
public day schog^J within the Stale &r in any State education V 
institution supp'ortcd and controllflfd by the State. Effective * 

. July 1, 1973, all mcmbtprs contribute at the rate of 5%of sal- 
ai^y, cjfccpt that no present members r^tc shall be increased. 



ANNUITY SAVINGS ACCOUNT 

You have a separate and personal account in the Annuity-^. 
Saving Fuiid. Vour savings are protected against cxccutioC 
garnishment, attachment or other process of law and arc urir 
assignable, except as to Federal Taxes. Regular compound inA 
terest is annually credited at the end of each fiscal year and is 
at the rate of 4%. A statement of your account balance 'is 
submitted to you each year. 

It should be noted that annual interest credits do not have , 
to be reported, to the y. S. Treasury Department, Internal 
Revenue Service, unless you separate from mcmbejship and 
withdraw your savings. 



ADDITIONAL CONTRIBUTIONS 
FOR ANNUITY PURPOSES 

Nyhilc in service, you may apply to the Board for permission 
to add to your monthly accumulated contributions and there- 
by jncrease thq potential of the annuity portion of your retire- 
ment allowance. There is, however, a limitation on the addi- 
tional amount which may be xieposited either as a single 
contribution or through payrcAl deductions! I*t is recom- 
mended that you determine the amount you may wish to 
contribute and request th^ Board whether it is within the 
limitation set by law. "the State does not match these addi- 
tional contributions, 
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OUT-OF-STATE SERVICE 



A teacher may biay IN Till WAR IN WHICH ME: RF-- 
TIRES up to ten f 10) years of out-of-state public school teach- 
ing service and/or non-public school teaching service in order 
to accumulate the required years to VFST OR RETIRE UN- 
DER A(]F 60. The teacher pays the entire cost of such service. 

LEAVES OF ABSENCE 

» 

A Icaye of absence without pay *is authorized by your 
employer, anticipating that you will return to ^service upon 
lermitiation of the leave. The Board considers a m<;.mber on 
icA^c of absence to be a "member in service", provided the 
leave is for personal illness, study, maternil,y, or government 
service, and provided further that contributions are 'made 
while on such lt*ave, 

MILITARY SERVICE 

The law allows up to five years special credit for teachers 
who leave State service to enter military service. For complete 
information and forms for this purpose, contact the retirement 
' office 

, TERMINATION OF MEMBERSHIP 

Membership in the retirement system is terminated rf one 
of the following everats should occur: 

1. Yoq are absent from sc^ice more than five years. 

2. You withdraw your accumulated contributions upon resigna- 
tion, " ^'^ 

3. You b(^comr a beneficiary or die. 



REINSTATEMENT 0F\MEMBERSHIP 

11 you ^ermlnate as a member Ind are later recmpIoy(*d, 
you may reg.im all your previous service credit, upon^lhe pay- 
mont of the accumulated contributions previojiisly withdra\yn 
^w ithjnterest to date- of re deposit. You may not r(^tire-w^ithin 
tluee years of re-entry in the System, 



CHANGE OF BENEFIC^RY 

\'ou arc advised that various circumstances occurring 
throughout your life may signific^mtly affect your choice of 
beneficiary to receive any benefits due in the event of death 
in active service or after i^g^ement. In such cases, you sfiould 
immeilially contact the Board and pifoperly notify it^f your 
desired change of beneficiary. Failure^ to do so trusty well result 
in payment being maile to a beneficiary whp^oli, at time of 
death, did ncM actually intend to dcsignatp^ " S 



TRANSFERS BETWEEN SYSTEMS 

\'ou may transfer crt:dit and accumulated contributions 
between actuarial sv-^^ms supported by the State of any po- 
litical subdivision the S"tate, where acceptance of employ- 
ment makes it^^ssible or mandatory* that you participate in 
sui h s\ stems> 




PART TIME EMPLOYMENT 
AFTER RETIREMENT 
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I'pon retirement from ser\'ice, you may accept temporary 
emplovment within the Slate, County, Baltimore City School 
Board or Conimunily College, provided you immediately no- 
tifv the Board and specify the conipensiinion to be received. 
\ ou >vill then be advis,ed of the. statutory linwtation on salary 
^11 fna\ be earned without jeopardi/ing .your retirement 
ow.inte. I '^'^ ? 
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VOLUNTARY SERVICE RETIREMENT 

In order to qualify for a service retirement, you must be 
age 60 or over regardless of the number of years of service or 
have twenty-five years of service regardless of ,ige. In order to 
exercise your right to voluntary retirement you should Kle your 
application to retire not less than thirty nor more than ninety 
days in ad\'ance iff the effective date of your retirement. The 
effective retirement date from which benefit payments accrue 
is always the first day of a calendar month. 

COMPULSORY RETIREMENT 

Upon reaching the age of 70, you are subject to compul- 
sory retirement beginning the first of the month following the 
month in which you reach 70, except that with approval of 
the State Superintendent of Schools you may remain in service 
until the end of the school year. 

COMPUTATION OF YOUR REGULAR 
SERVICE RETIREMENT BENEFIT 

The retirement allowance cttasists of two parts; namely, an 
annuity and a pension. 

The annuit^y is basically a return of your acgumulated con- 
tribution^ plus interest in monthly installments for life. 

The pension is the State's^ shar^ of your retirement * al- 
lowance and is based upon your total service credit and factors 
fixed hy statute as applied to your average finol compensation. 
Average final compensation is the average of the three highest 
years of salary. 

The Stale guarantees that your total maximum retirement 
allowance- will equariy55 of average final compensation for ^ 
each year of crqjditable service. The retirement aliijwanqe pay- 
able to a teacher under agc^^O is reduced actuarially if he has 
25 and not Ipore than 29.9 ye^^rs of service. The reduction is 
at the rate of 6% per year by WJiich the member's date of 
retirement precedes the earlier of (t) The date he would have 
attained age sixty or (2) The date he would have completed 
thirty years of creditable service had he contimjed in service.'' 

A simple method for arriving at your <fpproximate maxi- 
mum retirement allowance without optional benefit is as 
follows: 



Yc'ar<^ of creditable semce ^ Average final Maximum Annual 
55 compensation Allowance 



if you select the regular (maximum) service retirement 
allowance, payrnents wilPbe made to you for the remainder 
of your lifetime, terminating at death, regardless of when that 
rhay occur. If you desire to provide foXj^a beneficiary who 
yvould receive a retirement benefit after your death, four op- 
tions are available and may be chosen in lieu of the regular 
aljowance. ^ 

KXAMPLR: (actual case) ' .1 

A female teacher with years of creditable service, re- 
tired at age 63, with an aviragc final salary of $|7.?54.'K Her 
annual retirement allowance, before a choice of options, is 
calculated at follows: 

38 X 617.343 SI 1.982.24 
55 

, This member would be eligible to receive a regular re- 
^tirement allowame of $1 1,982.24 per annum (paid in twelve 
monthly installments)^ for the remainder of her life.'^with all 
bcnriiis ceasing at death. ' . 

Or, she, could elect to rbicive ,\ modified allowance under 
one of the four following options. 



OPTION 1 

llndcr this option ^ the retiring member would receive a 
a somewhat reduced allowance'wilh the j)rovision that should 
she not live her full life expectancy, the balance in her re- 
serves would be paid in a lump sum lo her designated berje- 
ficiai;,y or estate. If the teacher lived beyond her life expeo 
tancy, there would bt* no balance payable. 

Usin^ the same example described above, the teacher 
could elect to receive an allowance of$10,838, JO /annum 
for the remainder of her life. If she should die before receiving 
in allowance payments a total of $158,360.09, which is the 
total initial reserve accumulated for her, the balance ()f this' 
amount over the t/)tal amount of payments rnade prior, to hct 
death would be ypaid to her designated beneficiary or to her 
estate. 

The benefioiary can be changed at any lime after retirc- 
nieii!, under tlys j[)ption, . * 

OPTIOfi 2 



The i</acher may elect to receive a reduced> monthly rc; 
tlremcnt allowance, the payment of which may be continued 
after her death to her designaU'd beneficiary. The amount of 
the payment is based on the life expectancy of both the mem- 
ber' and her appointed heir. There is, however, no residue,pay- 
able when l|iis plan is chosen. The beneficiary canr>ol be^ 
changed after retirement. ^ 

The teacher used as an example could elect to. receive a re- 
tirement allowance under this option of $ 1 0.537 .20 per an- 
nulri for the remainder of her life. Upon death, ^10,537.20 
per annum will be paid to her beneficiary (malr age 62i, for 
the remainder of his life, if he survives her. If the beneficiary 
predeceases the member, np additional amount will be paid 
to the member. 
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OPTION 3 

The election of this plan provides a reduced monthly 
allowance to the member until her death, and her designa- 
ted beneficiary would then receive one-half of the monthly 
allowance". Ihe beneficiary cannot be changed after retire- 
ment. 

The teacher used as an example could elect to receive 
Sn.213.01 per annum. Upon her death, her male benefici- 
ary vvoulil receive $5,606.52 per annum for the remainder 
of his life-. 

OPTION 4 

/ • 

This is a general option under which a retiring member may 
select any type of benefit actuarially acceptable, and apptoved 
by the Board. 

Normally, this is used as a "Cash Refund Annuity." The 
pension portion of the benefit is exactly the same as under the 
regular maximum service retirement allowance. However, the 
Annuity would be reduced. It the retired member does not live 
her fuli life^'expcrtancy, then any unused portion Of the An 
nuitv Reserve (.-Xccumulated Contribci.tions with interest) 
would l)e paid in a lump sum to her desigiiated bei/eficiary . 
The beneficiary can be changed vat any time after retirement, 
if the member selects the **Cash Refund Annuity.'* 

I sing the same example, uhc mt.''ml)er would receive 
SI 1,84! per annum for the r^p^aindcr of her life. If she should 
die before receiving in anfiuity payments a t(Hal sum of 
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$19,607.71. which is the value ot her Accumulated Conlribu- 
lions with interest, the balance of this amount over the total 
amount of annuity payments would be paid to h<fr beneficiary 
of estate. The annuity [)ayments are at the rate of $111.47 a 
month. In other words, it the member should die one year 
after retirement, her beneficiary would receive $19,607.71 
less $1 ,3:n.64, or a net payment of SI 8, 270. 07.' 

^ST OF LIVING 

The retirement law provides adjustments to the basic retire- 
ment allowance of a retiree or beneficiary predicated upon 
increases in the Consumer Pnfe Index. 

VESTING AFTER 5 YEARS OF SERVICE 

An Act of the Ceneral Assembly m 1973 provided vesting 
of the member's share of the State's jSensidn reserve, as well as 
his own contnbutions and interest, after 5 years of creditable ' 
service, should the member leave his teaching position in 
Maryland. A deferred retirement allowance, based on the 
vested credit, will be paid to the ex-membcr, beginning at age 
60, The allowance wfiuld "be 1/55 of average final compensa- 
^ tion for each year of credit. 



ORDINARY DISABILITY 

In order to qualify for an ordinary disability retirement 
allowance, you must have five cir morti years of creditable 
service, be under age 60, and be pernYanently incapacitated for 
further employment throu^ mental or physical reasons. 

The allowance equals .1/55 of average compensation for 
each year of creditable service, with a .possible minimum of 
1/4 of average fit^d compensation. 
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ACCIDENTAL DISABILITY 

In order to qualify fpr/an accidental dis'ability retirement, 
\ you must be%nder -age i^O, and be permanently and totally 
incapacitated for fdrtlidf employment through mental or 
^physical reasons resisting from"<an accident occurring in the 
actual performance* of duty, without willful negligence on 
your part . ^ ■ 

The,aIlowanc^ns equal to two-third^' of the^v^rarge -final 
compensation plus an AnnU'ity derived fronV^^he accumulated 
contributions and intyrest. The total allowance cannot exceed 
the average finijl compensation. 

The options are also applicable to disability retirements. 



DEATH BENEFIT 

Should a teacher, who is not eligible to retire die in active 
service, there'Ms paid to his 'or'^her beneficiary or to his or her 
estate, the accumulated/ontributions, wltK interest, and if iht 
feacher has 6nc or rcr6re years of creditable service, there is 
paid, in addition. <i lump sum anrunint ecjiial to 100% of his or 
her current salaryylf the teacher was (i ) Kli^^ible to retire, or 
(2) Had at least/15 years of service and was age 1^5, and (3) 
Named his-or lH*r spouse as the sole primary beneficiary, the 
spousg wilPre^Mve a monthly allowance for life undej Option 
2. or in lieuy^^f this, the spouse may elect within 60 days after 
death of tlH* teacher, to r^fcive the Uiipp sum cleath benefU 
payment.^ ^ ^ 

In addition to benefits explained in tfii^ booklet, you may 
also b/ entitled to Social Security benefits. Apply at your 
nearest Social Security office. ' 
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HERE IS AM EXAMPLE OF HOW THE MAJOR MEDICAL EXPENSE PLAN 1^1 (^T WORK: 

■ ■"- :■' :• ■ . " V ^z--" 

Mary Jones is under treatment for diabetes. It has^^een nece^ary for 
her to visit her doctor's of^fice once a month for an entire y^^fe^f or 
examJrnation. His office fee is $20 a visi^rr Between visits s» had to 
pay out^ about $8 per month for insulin. After twelve office vi^ts she 
was able to discontinue her monthly office visits and the use or^insulin. 
The total cost of her office visits and medication (insulin) is:\V 

% 

12 office visits at $20 a visit * $240.00 
Medication (at home) 96.00 
* - * ' $336.00- 

Jader her basic Blue Cross-Blue Shield and Major Medical the following 
coverage would be provided: ' . ^ 

Paid by Basic Expense^ Covera^Ie 
Item y Cost ' /Blue Cross-Blue Shield by Major Medical 



'lector's visits $24Q 
Iledicine (at home) 96 



-0- 
-0- 



Totals 



$336 



T 



-0- 



$336^ 



Oi the $336 of "Covered Expenses" Miss Jones 
must pay Her $50 deductible 



The remaining $286 will be paid by the Major 
Medical Expense P.lan 



50 



$286 
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APPENDIX L 



Towson State College 
STANDARD TRAVEL REGULATIONS 

The foliowing regulations are issued for the guidance of faculty and 
s st£-iff of Towson State College who are traveling on official business for* 
the college and who expect to be reimbursed for charges incurred in ouch 
travel. These regulations are the Standard Travel Regulations for all ^ 
State agencies with clarifications as needed by the col ege . 

1. General 

Faculty and staff traveling on official business are expected to 
exercise the same care incurring expenses that they would if traveling 
on personal business and at their own expense. Since excessive and 
unnecessary travel and other expenses will not be approved or reim- 
bursed, the faculty and staff are cautioned to plan their travel 
routes so that the minimum amount of travel will be involved with the 
maximum amount of visits, field S'erviCes, and other activities. Ex^ 
penditures for official travel will be considered as reimbursable 
only if they are incurred in acfcordance with the standards herein 
set- forth. , - ' 

Out-of-state Travel and/or Conventions 

a. By authority of the feoard of Public Works, the Executive Director of 
the Board of Trustees of the State Colleges is responsible for 
approving attendance to conventions, conferences, seminars, or > 
meetings of any kind which require the faculty and staff to be . 
out-of-state. The request, properly cpmpleted on an Individual 
Request for Out-of-State Travel form (Schedule 15, see sample on 
following page), is obtainable by faculty and staff in the Personnel 
Office and should be returned to the Personnel ' Of f ice accompanied by 
an agenda or brochure explaining the trip, 20 days in advance to the 

''"^'*"^-^'<,^ eg inning of the tripi The request is then submitted in advance to 
tRe be.^inning of the trip. The request is then ^submitted to N^he 
Executive Director of the fioard of Trustees of the State Colleges, 
whose appt'oval must be obtained prior to^.tbe beginning of thfe trip. 

b. One day trips to the Washington, D.C. area are not considered out-of- 
state travel. All other trips to the Washington, D.C. area requiring 
an overnight stay will require out-of-state travel approval as outlined 
in section 2a above. 

• c. Travel outside the United, States of America and its territories and 

Canada shall be submitted to the Personnel Office 60 days in advance. 
tq the begimiing of the trip. Such travel requires approval of the 
Board of Public Works. 

d. Multiple Out-of-state Travel Requests — Individual out-of-state 
travel requests requiring more than t^o persons attending the same 
convention, seminar, or meeting must be submitted to the Personnel 
Office 30 days in advance to the beginning of the trip. Such re- 
quests ' Should be accompanied by an agenda or brochure and a justi- 
fication explaining t1ie reason for such multiple requests, as they 
require us to obtain prior approval from the State Secretary of Personnel. 
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STATE OF MARYLAND 



INDIVIDUAL REQUEST FOR OUT-OF-STATE TRAVEL 



Towson State College 

(Agency) ^ 



NAME OF OFFICIAL 
OR BMPLOYEE : 

TITLB : 

DESTINATION: 
PURPOSE OF TRAVEL; 

e 

DATE OF DEPARTURE ; 
METHOD OF TRAVEL; 



ESTIMATED CX)ST 



(INITIALED BY ' 
DIVISION HEAD) 



Mr. John Do€ 



Assistant Director of Personnel 



Ney Yor*: City, New York 



attend Public Personnel Association Conference 



December 1, 1971 



Plane 



DATE OF RETURN: December 3, 1971 



HIGHWAY: State Car 



Private Car 



Bus 



TRAIN 



Coach 



Pullman 



48.00 



25.00 



PLANE : Specify Class Coacty 

Registration Fees : $ 25.00 

Lodging : ^ 

Meals: 

Transportation : 

Other : 

Total : 0 $164.00^ 



60.00 



6.00 (limousine I gratuities) 



Comments : (Inc^icate amount of monies allocated by department for the trip) 



FUND AND PROGRAM: (Indicate program and fund ) 



APPROVAL FOR TRAVEL 
RECOMMENDED: 



10-29-71 



-^^ (Department Head) (Date) 

THIS FX)RM IS TO BE RETURNED TO THE PERSONNEL OFFICE ONLY . PLEASE SEND ONLY Cf® COl^ . 
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e. Travel requests directly connected with the attendance of a conference, ( 
seminar, or training course, which exceed seven days must bear the app- 
roval of the State Secretary of Personnel and be placed on the Board of 
Public Works Agenda of the Secretary of Budget ^nd Fiscal Planning for 
approval of that Board. Such requests shall* be submitted to the. college 
Personnel Office 60 days in advance to the beginning of the trip. J' 

f . When a registration fee is charged, those participating in a meeting may 
be reimbursed, A receipt of- the registration fee is required. 

Travel Advances j« 

After complying with the f orement ioned procedure, a travel advance less $25 
from the estimated request may be obtained from the college Finance Office. 
An advance is not payment for the trip, it is^a loan. This request must be 
made on a pink Working Fund Advance Form (COMP. 64, see sample form on page 
Lt4. This form must be signed by the requestor and the Department Head or 
Vice President. ' 

No later than five working days upon returning from the trip the actual ex- 
pense account must be submitted to the college Finance Office on the Expense 
Account Form (GAD Form X-5 see sample form on page L-5) . At this time the ^ 
advance made previous to the trip will be settled. If the actual travel ex- 
pens!- exceed the amount approved, written justification must be supplied and 
signed by the appropriate Vice President. -4 

Transportation 

a. Use of College-Owned Vehicles 

(1) Faculty and staff members shall not use college-owned vehicles 
except in connection with official assignments. ^. ' 

(2) College-owned vehicles will be used whenever possible for official 
travel within Maryland by faculty and staff of the college who possess 

■ ^ valid Maryland Motor Vehicle Operator's Licenses. 

(3) Co;.lege-Owned vehicles will be used for -travel outside of Maryland ■ 
whenf ' . ' . 

(a) The destination is not adequately served by public transportation, 

(b) The employee is required to move about extensively in the desti- 
nation area, or » 

(c) The use of a college car would result in'savings of substantial^ 
t ime or money , ' ^ ■ 

(d) Good Judgment must be exercised In determining whether ''to use 
a college car. 5;or l^xample , it might be preferable- for a*person 
traveling alone to use public transportation, but be more econo- 
mical for three persons^^traveling together to go by car. 
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GENERAL $ 



r 

travel' $ 113.25 



EMERGENCY $ 



TOWSON STATE COLLEGE 



WORKING FUND ADVANCE 



Date February 28, 1972 



SETTLEMENT DATE 



days after return if Travel Advance) 



, ^TTY CASH & CHANGE FUNDS' 



i{ftenewable Annually) 



" NAM E John Doe 

DEPARTMENT Personnel 



Extension 377 



REASOl^ FOR ADVANCE Attend NYGA^ Conference March 1, 1972 'thr6ugh March 3. 1972 



I understand that by accepting t'his ^dva^ice there is responsibility to return 
an eqv^l amount in cash and/or receipts. Receipts must be in accordance with State 
Regulations and acceptable by the State Treasury for reimbursement to the Towson 
State Colleg'e Wor;i|c4:rig Fund. . ^ 



Reques 




Department Head ot Vice President 



'I acknowledge receipt of Advance Check if_ 



1 

Amount 



Date 



Signjature 



See reverse side for travel regulations 
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'Kf^upation 



U.vit or D. vision ..AtALe^£p-l-i^J5£-SjrIjawsQ^^ S^at 
Agcn^cy Code 36.0.-3; 08. 



. TOWSGN' STA'iU: COLLf:(;i". 
■ EXrKtiSi'. ACCOUNT 


A ; 








1 J ' i 


e 




• 


, A- 










e 














A 












:j_ir::_i 



Employ < 



^ 'John Vbe 



For Period BegM rfnnq Jir,?.^^^ »^ ANT) ENDING 



. (pl|:a5E pri^n/t or typl> 

U-27-72 



PURCHASING BUREAU A^^KkOveo" BY ■ ' ' ^ . 



LuncIV^ 

D I p. n T 

T c ! c D n e 



Foje ( ip di cafe ^ow) 



^^tlcG^C * I S^^f"' '^W' tow ) , 



Re ♦f atj cn Fpt. - 



T 



30' 



10 



00 



00 



00 



00 



00 



^00 



25 



00 



75 



75 



5o 



1^ 



," 1 



00 



50 
00 



OG 



20 



5 A T i; N f. 



j0_;:C)P. 
h ^50 



• 5 J5j 

*• — ^ 



11" !50, 



■ 2 iOO.i' 



123 [75 



.Meifib'J ol TVovel: Plane 
Pur'poso of'Vrnvol NYC.A Conference 



Railroad | | 



&U5 O Othcrl 



t OPEClK 



Svndoy 



, Mpndoy ■ 



I U5 sdoy 



WcdfSc sdxjy 



TKuos^day 



SotuTooy 



{■•NO 
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CcKlificd just, and correct ond payment not received 



t mi l'c/a'g: 

ALLGV. / 




(4) The* operator of a college-owned vehicle must adhere to. careful and 

, courtie^ous driving practi/es afid observe traffic lawl:'and regulations 
at all times . ^ 

(5) "(a) The settlement of any "fine or penalty iinposed for traffic or 
\ other violations relating to the use or operation of coll(?ge 

vehicles is the responsibility of the individual concerned. 
The college w:Lll not pay or reimburse any co^st involved, or 
.. , ^ - take any action for the abatement of 'such fines or penalty. 

(b) It is the responsibility of all personnel to comply with the 

* <jegulations of the State Treasurer and of the^ Department of 

Motor Vehicle? requiring submission of automobile accident ' 
■ report^. ' . ) , 



Th.e.;. Faculty pr staf f , member using a- college-owned vehicle Is- 
responsible, for the vehicle ' s .pro per operation, care, and* servicing. 
JQAsoltfi^/^nd ^^p in conformity with the college's 

-^tandai^' p,r<)cedur^^^ Except. j,n an emergency., accessories,, p^arts , and 
major repairs are be Qpnsun^ normal college Transport- 

•^tion Deparjtment . cf^artnei^;:^^ ■ 



(70 /Reiml^ursement shkl|;.^^^ overnight storage at 

\ ^hotels ,v day'-parfelng^-^^j^er:^ and rO^d tolls', ■ Receipts are ' ' 

. " ■ *re?^uired< < / ^ ''/^ , 'V"'^ >i ' \. ■ 

U3;^Aof^ Privately i^Hed V^hic^J^es, / • ^ ' ' . " / ' " * 

Cl) The Dep.art!pien,t ^?l^ad. may auth payment of- mileage'at 12 cents per 

«.mile »f qr . tl^e u&^,..6f i vehicle ijsed for official 

: \ bu^lnc^ss .only- wh^:n poll'egei vehicle; a-vailaMe. Tn order* to be 
considered; for re^^mUur9^men^:^at t rat^e of 12 b^nts 'per mile,- the 
ind Lvldual :Out--of^3tat^e tT;avel '^•3r^qu<^st . must be accompanied by a - ^' 
,^;equest for use . of s t^t^e cdr (foms^re aval lab le:.in; the' Per sofinel \ / 
Office%.iand Transportat^ion Department) V ^However, shqU^ aa employee ' 
* prefer td use ; a-' pr Ivate^^^^^^^ college vehicle i-^ ^ 

.. available, he may be reimbursed .<at half t^he rate, dr'slX:cents per- m'ilev 

(2) When a mileage "allowance is paid to an- employee f'ot th^' use of his. 

private automobile for of ficial lousiness , this is without' r.egard * to the 
number . qf pas.sengejs, he .may have* wi4:h him. Department' Heads should 
, '^^xercise careful 'Supervision and. endea^^dr to consolidate, travel 
/^^ ^ groups- in as f^ew: .automobiles as possible. , , ^ \ • 

^B^l ^ In, addition , to. mileage, the operatar of the', car shall be reimbursed 
•- ■ fot: ove^rnlght. storage at Kotel stops'^' day parking, ferry bridge, < 
' and jdad tolls.' . . \ ' ^ , : * * - 

(4). ^liieage as^allbtye'^d above shall;.mean the distance, 

•from the. employee/ s s'tart;ing point to his destination and return, ot 
. the distance between his current place of employment to'his destination. 
■ ' and' return , - whi,chever ds; less.. .» " : ' 



i 
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Use of Public Transportation 

(1) Travel must be by the moat dirpct route. 



(2) Actual fare for transportation by public carrier shall be -reim- . ; 
bursed. Round trip tickets shall be used when such use results 

. a savings. 

(3) When traveling by plane, tourist ..lass tickets f ^^^J^^^^J^^^^ 
whenever possible. The cost of transportation to and fro"L^^-- 
airpSrt shall be allowed. The cost of flight insurance up to $5 
shafl be allowed. Receipts must be- presented along with. the plane 
ticket . 

(A) 'When traveling by train, coach rates shall.be used unless the trip . 
is overnight;- If the trip involves overnight travel, pullman tare 
shall be allowed. 

(5) Porter'^fees of 50 cents 'per bag will be reimbursed. 

(6) Taxi' fares tp and frqm railroad ^r hts station will be allowed. 

(7) Bus and taxi fares "are reimbursable when incurred on official duty.^ 
Meals . - 

'a. Each individual must use good judgeme'n't and discretion in d-;^-f f - 
amount paid for meals at conferences or meetings ■^f„;i3:,^'' ' 

, ^ allowed only for meals consumed by faculty and staff of the college^^av^d ^ 
not for their guests. ^ r * 

b. When "an official 'or employee is travel status involving absence f rom -'^ 
home 9vernight, all meals are reimbursable. 

c. No reimbursement may be made^or the cost of alcoholic beverages. 

d. . The cost' of breakfast is reimbursable ^hen an emVoyee -"^t,. 

official business two bout's or more prior to the beginning Lime of his or 
■ "pl^ce :;f rnsinoss. . The cost of df ner is -^"^^--^^^^jf,",/;,:^,^^^ ^ 

cantTOt get home within two hours aft e^* his or her normal quitting Lime. in 
both c£ses, the two hours is in additfon to ^het^ormal commuting time. 

e. NO reimbursement for breakfast or dinher will be made ^^^/^^^f 

at which an employee is required to leave home, or at which the employee 
returns home because of commuting to' and from his or her normal work ^ 
place. V ' 

. f/ Except- as provided in subsect^iori b above', no employee shall be reimbursed^ 
. for the cost of lunch. - , 



g- 



Schedule of reiml^ursable rates for meals (including, tips) are: 
$2.00 Breakfast, $2.50,Lunch, $7 . SODinnen. 



.covering" the full amount must accompany the -expense 
« may not exceed $45 per day. 2 1 



1.-8 ^ 

8-75 ''XT 

NOTE: When afi emp:)loyee is» attending a meeting, seminar ,.^or convention, at 

whigxh. the cost of- any meal is part of the cost of at tending such affair, 
th4 actual cost of the meal shall be reimbursable to the employee. 

6. ^tner Expenses 

^.a. Hotel bills will be reimbursed on the basis of actual cost, provided that 
itemi/^ed receipted bills are submitted with the exp'ense voucher. Care 
must be taken to assure that the bill covers only the expense of the 
employee, and does not. include expehses for the employee's spouse and 
family, and other no^Tallowable itemsJ Daily toom charges must be listed 
on the Expense Account per day. Any differentiation from the bin to the " 
Expense Account must be explained in writing. 

h. When checking into a hotel, tip is reimbursable to the extent of 50 cents, 
the same tip is allowable when checking out. 

. c. Telephone and postage expenses incurred in the performance of gfficial 
duties are allowable. 

' d. When a faculty or staff member is required to* be on travel status for a 
period exceeding o^ne week, th|^ cost^of laundry, cleaning^ and pressing 
. is allowed. - 

e. Other miscellan^eous items must be explained 'clearly and- accompanied 
a receij^for items. $3 and above» * . ' 

^ f. When a registration fee is charged, a receipt must accompany the charge. 

la Travel Where Expenses ^re Proposed to be Paid by Other thaCthe State of Maryland 

A State employee who^ receives an invitation because oj: his or her official < ^ 
position or the nature of his or her State responsibilities to travel out'^of. 
the State at the expense of a private individual or riorigoyernmental organization 
and who has some questions as to the propriety oP accepting such an invitatidr^ ^ 
i may present the facts surrounding • the* invitation in' writing to the Personnel " . 
Office, who in turn will solicit the Board of Pub irc' Works for a determination 
as to whether the invitation should be accepted. The Board of Public Works 
' after evaluating fhe written submission, may recbramend that the -invitation be 
accepted or decliped, of may advise us to accept the invitation with the 
understanding that all or p^rt of the costs thereof be borne by the State of 
Maryland when the Board is of the view that such travel is in" f ur therance of a " 
matter of State concern and interest. 
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" useofcollegevehici.es 

Policy * 

.a. College vehicles are to be used primarily >5or instructional and 

administrative purposes. Studenf use is limited to organizations 
^ ' which have be6n duly constituted by .the Student GovernmeT^,t Associa- 
tion Senate only. No^ student may drive college vehicles except in 
accordance with 1-b of this policy. ' - 

b. General Rules for Drivers of State-owned Vehicles 

. (1) All drivers must have a driver's license which is valid m the 
State of Maryland 

(2) State-owned vehicles shall te driven only by State officials 
and authorized employees. Exceptions to this srule must have 

* ' authorization from the Department of ^Budget and Fiscal Pl'^nning.- 

(3) State-owned Vehicles shgll not be used to conduct personal 

' business, toVransport members of the. family; e.g., transport- 
ing th^ldren- ho ^nd fr^Tir school, or -for pleasure. Passengers - 

" in State auf ombbiles must be authorized perspTis on State 
business. - ^ 

/ (A) Ail traffic and parking laws are to be obeyed. ' Posted speed 

limits are not ^-to be exceeded nor is the vehicle to be operated 
above safe speeds for road conditions. All violation fines shall 
be the, responsibi lity of the driver involved. 



(5) General Rules for Drivers of State-Owned Vehicles 



Any driver operating a collage owned vehicle or any- driver 
operating a privately owned vehicle on/6^ficial college 
business who becomes involved in any nllDtor vebic le accident 
must submit a properly completed MVA report ,to the 

Campus Police Department on the day of the accident. The 
Campus Police Department will assist the driver of the vehicle 
in completing the ^fVA (FR-30) report. ' - 

Iq. addition to the MVA (FR-50) report, an FS-1 form (Motor 
Vejiicle Accident Investigation Guide) must be completed by 
the operator of the vehicle and his or her supervisor.; The 
completed FS-1 form must be forwarded to the Campus Safety 
Coordinator within 48 hours of the accident. 

FR-30 (MVA Reports) and FS-1 (Motor Vehicle Accident TnVesti- 
gation Guide) forms may be obtained from the Campus Policy 
Department . « ' 

For investigating and ^'repor ting purposes, an accident is de- 
fined as a collision with another vehicle, person, oi*' property, 
whereby any amount of damage or injury occurs. 

223 , 



- , Fire-Theft Losses » 

.The reporting and processing of fire and .theft losses to 
vehicles will be the same as those used for reporting motor 
vehicle accidents with the following exceptions. A letter 
of correspondence listing the make and typS of vehicle, 
uirlt number, serial number , and all details as to time,, 
location, and circumstances, and estimate of the amount 
of loss yill be substituted for the Flt~30 f brms . The 
Transportat it)n Department will be responsible for ascertain 
ing the estimated amount of loss. The completed fdre-*- 
theft report should be sa'bmij:ted to, the Transpor'tatrbn 
manager within 24 --hours of the loss. 

(6) A daily travel log shall be maintained in' each St^te- 
owned "au|omobile oh a monthly basis. Logs mus^^t indicate 
all destinations by officials and commute mileage even 
if driv.en by different individuals. Agencies are re- 
quired* to have these logs available for audit purposes. 

(7) State-owned vehicles are to be efficiently maintained. 
Vehicles assigned to agencies unable to provide scheduled 
maintenance recommendations be guided by oil changes, 

- , lubrications, and maintanance recommendations of the 
manufacturer. All warranties are to be exercised. 

(8) Operators of State-owned vehicles are personally .respon- 
sible for vehicles operated by them and may be charged 
for damages resulting from misuse, abuse, or willful 
negligence. 

(9) The use of State of Maryland credit cards ±s> restricted 
to State-owned automobiles and under no circumstances are 

^ to be left in-custody of service statiop attendants . 

no) As a general rule, snow tires on State-owned automobiles 
shall he mounted on the vehicle by December 1 and re- 
moved by April 1. . 

(11) Willful disregard of these rules will be considered just 

cause for.disciplinary action under the State MeY it System 
Law." ' ' 



s 
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Procedures . " * 

C ■ ■ - ^ 

a. In order to obtain a ^ollege vehicle for use as described 
abov^ a "Request for Use of College Vehicle" form .(see 
sample on following page) must be submitted. 

(1) This form may be obtained from your Divdsion Head 
orhis/her delegated re.presentat ive or from the 
Transportation Department of the Physical Plant. 

- (2>^ Air data as listed on the form must be completed 
and must be a'pproved as noted. 

(3) Submit completed form to the Transportation Depart-^ 
ment c/o the Physical Plant for scheduling of a . 
vehicle ^ , 

(4) Completed forms*' should be submitted for scheduling 
at least ten days" before request date. 

b. The map at the end of this sectiqm with the radii showing 
the geographical locations surroug^ding Towson State College 
and specified mileage sh^ll be used as a guide for trips 

,and mileage. Use of college vehicles shall be limited 
to a f75 mile radius from Towson, Maryland. 

c. All credit cards, trip tickets, and other properly filled 
out reports must be turned in \^hen a vehicle is returned. 

d. Vehicles shall be assignee} according to Priorities 1, 2, 3, 
and 4 below. ^ ^ " 

e. If vehicle is not picked up within one hour after reserved 
timeV it will automatically be cancelled. Cancellation 
charges will be made if not notified eight hours prior to 
reserved time. . 

3. Priorities for Use of Veliicles: . • 

a. Priority //I: Required class tr ips ,. at tendance necessary for 
^credits. 

b. Priority //.2 : Faculty ancl staff professional trips. 

c. Priority //3: Activities involving performance in the name 
of the GoLlege; e.g., athletic function, debating, etc. .■ 

'd. Priority Cultural and educational trips sponsored by 

student or college organizat ions , sanctioned by the college. 
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B-7'j " ■ „• 

(Pleaso file In- Duplicate) . . TOWSON STATE COLIiEGE 

PHYSICAL PLANT 

^ . , ^ RBjUiST FOR use' OF COLLEGE VffllCI^ 



Date J 



Name, Group or Organization: . ■ ' ' Number in Group.: 

Faculty Member or Advisor Accoinpaxiying Group: 



Type Vehicle Requested: Bug: Car: Wagons Truck: • Van: 

Date Desired: Departure Tiine: Returned Time: 



Total Time, Vehicle Required: Days. Hours. 

ItestinaUon: ^ ' Estimated Miles: 

Driver License Number: Driver: 



Priority (See list of Priorities as listed under Procedures) 

. 1- ReqixLred Class Trip, etc. 3. Performance in. Name of College, etc 

^ 2. Faculty/Staff Trip, etc. . \ [|. Sponsored by Organization, etc. 

Department: Fund Source: By: • 

(Authorization and Responsibility for Vehicle Use) [ 



Approved: Transportation Dept. . - Date: 

To: 



■ (Communications Clerk) 

Vehicle No. as shown above will be called for on: 



Date: 



Date & Time Date 4 Time 

Items Assir?ied to Vehicle Issued Re turn d d 

Clip Board / , ' 

Vehicle Keys - " , . ' 

Credit Card, No. ' * ' . 



Bridge or Tunnel Tickets 

- — ■■ — »— -J -' 

^ Duty Clerk: 



ACKNOWLEDOMil^T (To be signed when pj ckin^g up , ^^xjhicle } 

Tlie undersigned certifies he has read all the General Rules for Drivers of 
Stat^-owned vehicles as outlined by the State of >!aryland Department of Budget 
and Fiocal Planning, dated July 1, 1970. 

^ I am aware that a violation of these rules would bo juat cause for revocation 

j^j^^-f the privilege, to operate College Vehicles. 226 

Date : ^ Signed: 
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In order to regiaafee aiid L.^rm i ne cut^Ui of operating College-ovmed \ 
voVnciei; :uid to nitrate tho motor pool v^i thin the approved budget 

a. rriori;.les Nofi.l: No charge. 

u I'VLoritioj No* 2t No charco except on trips that exce.^d 35 mile 

radiuo from. Towson, Miry' and. Ratr:3 liated below 
will be ciiarged for mileage exceed Tig mile 
radius <, " o 

Priorities No. 3 and No. I4: Charges will be niade according to current 

rates* (See charge raftes belQw). 

d Note: All tolls and parking expenses are the re,:>pons bility of the 
person .and/or organization using the vehicle, ^fhese charges 
can be vouchered through use of nomal procedures. 

Charge Rates ^ 

Kates apply from the time keys are issued to the time th^^ are returned 
to,^the Transportation Department. 

a. Priority No. 1:.. No charge. However, please report rai Leage and data 

as requested. ^ 

b. Priority No. 2: No ch'ar'ge under 3^J mile radius. Exceeding 35 raile 

radius charges are: 

- $.38 per mile . 

Wagon, Van or Car - - ^ $-13 per mile. 

c. Priorities No. 3 and No. U , ^ . ' 

(1) Vehicle Charge: . - 

Car and/or Wagon $6.00 minimum charge per 12 hour-s . : 

$10.00 over 12 hours, in a 2h hour period. 

Bus - il^5.>0 per hour or fraction thereof. 

^ T. Truck or Van- - - -$3.00 per hour or I'raction thereof. 

^ ^iwffr-"^" — ■ — — ~ 

(2) Vehicle Mileage Chai-gc: 

Car and/or V/apon -$.13 par rrdle 

T. Truck or Van ----$. 13 per mile 
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d. Cancellation ChartjoiJ 



A chari^o vd,] L be made when no cancellaLien nulice is given a least 
eipht (8) hours before reDcrved time. 

Bus $18.00 

^ <t ■ 

Car, Wagon, Truck or Van- ------------$ i^.OO 
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APPENDIX M 



. QUALXPICATIONS TO REGISTER TO VOTE 
IH THE 
STAT& OF MARYLAND 



I. General Qumiiflcatlgns 

In. order to register generally for all election* in the 
State of Maryland you must be (l) a United States citiaen 
(2) eighteen yeara old (3) a one year resident of the State, 
of Maryland (U) a six month resident of your county or 
legislative district* 

11^ Qualifications to vote in the Presidential election only 

Even though you do not meet the qualifications above you 
may vote in the Presidential election oi>ly if you meet the age 
and citiaenship requirements ani^ have" resided in the ward or 
election district where you vote for at least forty-fiv^ days 
prior to the date of thp Presidential election. These special 
qualifications for the Presidential election only are found 
^ In the Maryland Annotated Code, Article 33, Section 28-1* 

III. Place of Registration 

The Baltimore County Voter Registration Office is located 
at Bosley Avenue and Kenilworth Drive. The telephone number is 
U9U-3161. The Baltimore City Board of Supeinrisors of Elections 
is located at Fayette and Gay Streets. Telephone: 539t6960# 
Call them to find out the times for registration. Generally, 
you must register 30 days prior to an election • 

iV. Absentee voting 

Even if you do not meet the qualifications to registelr for 

all ele^ctions in the State of Maryland or the lesser qualifications 

to vote in the Presidential electiori only, you should check 

to see whether you are qualified to vote In the state fr9m which 

you came under an absi^ntee voting procedure* 
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APPENDIX N 
TAX INFORMATION - STATE OF MARYLAND 

Income Tax 



2% on first $1,000 of taxable income 
3% on second $1,000 of taxable income 
^1 on third $1,000 of taxable income 
5% on all taxable income in excess of $3,000 



In addition to the above, each local government has the right 
to impose' a "piggy-back" tax dmounting to as high as 50% of the 
State income tax. Baltimore City, Baltimore County, Carroll County, 
Harford County, Howard County ajid Anne Arundel County all charge 
the full 50%. 



Sales Tax 



The State of Maryland imposes* a k% sales tax on all things except 
food and medicines. 
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APPENDIX 0 



POLICY ON STUDENT CAMPUS DEMONSTRATIONS 




Prineiples: 

1. The College does not always endorse the content or 
the position of those who demonstrate; however, the 
freedom to express one's opinion, through peaceful 
demonstration will be upheld. 

2. There'shall be freedom to invite speakers of all 
persuasions . 

3. There can be no inciting to riot or inter ference 
with dire and safety regulations. 

4. There shall be no interference with the academic 
' process, the central function of the College. 

5. . These principles apply to all participants, not 

merely those demonstrating. 

Procedures; ' 

1. Any Student Government Officer or Student Personnel 
employee who has knowledge pertaining to a campus 
demonstratioij should notify at once the Dean of 

/ Student's Office. The^Vice-Presldent for Student 
^ Services in turn will notify the President, the 

Security Supervisor, the SGA President and the 

Director of the Health Center. 

2. If, in the estimation 6f the SGA President, a. 
representative of the Faculty Association , or the 
Dean of Students (or their representatives), those 
assembled become disorderly (disorderly conduct: 
from Article 27, Section 142 of the Statutory Law 
of the State of Maryland), or are disrupting , 
classes or other College functions (Article 27, 
Section 123A), or are illegally trespassing on the 
campus (Article 27, Section 577B) the following 
procedure will be followed: 

A request by the Dean of Students, who will be the 
accountable officer , or his representative will be 
made to the groups, asking them to cease or 
discontinue such activity. It should be pointed 
out by the Dean of Students or his representative 
at this time that such activity causes hazards to 
safety and/or creates a violation of fire laws and 
further that such activity can and may be ccfnsidered 
a violation of the Statutory Law of the State of 
Maryland in that such Conduct constitutes the offens 
of disorderly conduct, campus disruption or trespass 
whatever the specific case may be. 



It is ^ot necessary at that t^ine to have any 
seciirity people pr policemen at the scene. However, 
if the init;iar request is not complied with or is 
rejected,, then a mcTntrer of the campus pol i ce 
department.,- wltb is qualified as a special policeman, 
\5rill be called to the scejn6. When the' speqi al ^ 
policeman ^rrives% his badge designating him as a 
special policeman will be openly dispja^yed to the 
group. While in the presence of. the policeman, the 
Dean of ^Students or his repre&enjtatjlve shall repeat 
his initral request. hf the request is oncfe again 
ignored or refused, then the special policeman will 
address the group making the same request and 
further* advising the group that if they fail to, 
comply he, as the .lAws of the^State of Maryland 
.empower .him/to , will have no. other alternative but 
to place su6h, individuals unde^r arre^^t and charge 
them with thb offense. If fhe gtoup does continue 
in its unlawful activity and fails to comply with 
the speciar policeman's request, he will then plapeo 
them under arrfest.and immediately advise them that 
they are being charged in violatio^n of Article 27, 
Section 142 oj the Statutory Law of the State of 
Maryland^hich is the offense qf disorderly ^ 
conduct Article 27 Sect ion 123A , disruption 

of clashes or Article 27,' Section 577B, illegally- 
trespassing on the grounds of a State College- 
Once he has placed them under ' arrest , he shall 
advise them: of the charge, and their rights , he may 
use, necessary forc^ to carry out his arrest. 
Once, the ^ person , has been placed under arrest and 
charged by the specials policeman, the County Police 
Department shall be advised. and requested to come 
to. the College to take such persons into custody. • 
Once the persons have been taken into custody by 
the County Pojicie, a formal complaint or charge ^ 
shall be tn^de by the special: policeman which charge 
would be violation of Article 27, .Section 142 of 
the Statutory Law or Article 27, Section 123A, 
Article 27, Section 577tf, a v4olatioil^of the 
Baltimore County fire regulations as^tated in 
Pamphlet 101 of the National Fire Re^gulations . ^ 

Campus security of ficers qualify as special, 
policemen by the authoritV of the Acts of 1;880 , 
Chapter 460, as amended by Chapter 769, Acts of 
1906 and by Chapter 217, Acts of 1918, Constitution. 
,o<^^y State of , Matryla(id. , 

Note: Revised as of July 29 , 1970 and originally, 
app^royed the second semester of 1968 
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■ ' „ • . APPENDIX P • , 
SUSPENSION POLICY -TN CASE OF CA^fPUS DTSRWTTON 

I. Campus kegulnL ions ' *" "•^'^^ ' • , ' ^ . 

. s ' ' • ^ . ^. ■ • . ■ " ' . • ' ■ 

•Violence, ■ tht? ' Willful damage of-propert'y, the forceful' 
'occupation of buildings , the <'intimidat ion of members/ 
" of the College Community .or the'^nillful disruption of 
any class or scheduled meeting may" be »cause for immed- , 

iate suspension from the College. '\ ' 

* '' »■ , • ■ * 

^ « * ' ' ' f. -' « ' 

2. Upon suspension the- individual is expec't^ed* to leave 

the' campus immediately a'nd.to make no appearances 

on campus until the suspension- 1$ over or until 

special exception is written, by Vice President * 

for S"tudent Services. ' 

*\ 3» -Jn addi^tion^to suspension^ .-violators may. be charged 
; under civil, law, including State Law Ar.ticle ^7, 
* 123A prohibiting disrupt ion of classes or* tpolesting 
students or employees of the College. Convi 
under "civil law may be use^ as evidence in the 
• c ampuls hearing . ' ^ ' \ ^ 

4. Further violation of this policy or of other rules ^ 
ancl regulations of the College by an individual . 
who has- been suspended will be considered in violation 
of State Law, Article 27, Section 12?A or Article 27y- 
Section' 577B prohobiting trespas s^^upon grounds of a ^ - 
State'College. ,^ 

II. Procedure arid Definitions " • " > 

. ' , ■ . ■ , i ' ' 

1. Should ap ins^tructor or the person in charge deteiunine 
that the action of an individual (s) present constitutes 

^, a disturbance of -the class or meeting and ghould the' 

■ ' - , offending party refuse bo leave immediately, a state of 
disruption shall exist by definition and the proper 
' authorities of the College shall be contacted. \ 

2. The "Pre.'^ident extends autharity for sus^pension. to the 
. Dean of-the College and to the Vice President for . 

Student Services and. to other such- persons who^ may "be 
authorized to be the representative of the President 
- ^ ' at that » time. 
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3. In cases involving faculty, the authority for suspension 
shall,* whenevet possible, be extended to thd Dean of the 
College who may act as the representative of the President. 
Th' the absence of both the President and the Dean, author- 
ity for faculty suspension will be extended to a designated 
Ass(?ciate Dean of the College. * ^ ' 

Till. Hearings and Appeals ^ " / 

1. The individual charged shall be afforded all the rights 
and privileges as stated in the Students' Rights and 
Responsibilities Cgde, Redress of Grievances. 

, 2. At the end of the period 'of suspension, a student may re- 
enter without reapplication' f or a readmission. 

3. In cases involving faculty or staff, action shall be 
consistent with faculty hearing and appeal ^procedures 
previously adopted by the College, 



Members of both the College Senate and the Academic Council 
made contributions to this pplicy'-'which was endorsed by the Executive- 
Committee of the .College Seriate on' July 29, 1970. 



7/29/70 
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, APPENDIX Q 

SUGGESTED PROCEDURES IN THE EVENT 
OF aASSROCM DISTIRBANCES 



1» S^hould a person or group not enrolled in a particular class desire 
to use that class foir lAiat they perceive to be a more relevant 
learning experience, the instructor hAs the right and rpsponsibility 
either to invite that person or group to participate in the class 
or ask that they leave. 

2. Should the person or group be asked to leave but refuse to do 
so^ the instructor should sa;;^ as follows: "Your presence here 
is a violation of campus regulations and the Statutory Law of 
the State of Maryland ~ disorderly conduct. If you fail to 
leave, the proper authorities wJuLL be called and you will be 
held accountable*" 

3» If the disruption continues, the instructor should call Mr# Gene 

Dawson>^ Director of Security, Extension 693 who will be asked to , 
restore order** 

Violators will be held accountable for their actions both in 
terms «r campus rules and State laws* 
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APPENDIX R 
TOWSOH STATE COLLEGE 
V— Credit For Experience 

TO: Academic Standards Committee 

FROM: Department Chairman 

U ^ ^ r be authorized to grant 

Request that the Department of 

credit for experience equivalent to the following course: ^ . 
^Course _ ; • ^ , Credits 

1. ' .Description of evaluation: Nature of evaluation (Examination, audl^tion, demonstration, 

etc.). Include copies of relevant evaluation if appropriate. 

2. Grading: Ihdicate type of grade to be given, e.g., PA/NC or traditional letter grade. - 
, If PA/NC in major course, ^indicate special permission recommended. (Reference Academic 

Regulations - Pass Option) ^ • . ^ . 

3. #chievement necessary for credit to be granted. Indicate level of perfomance or grade 

^ necessary for the student to receive credit. 



-n : » rh^iy^Lu ' — — Sate Academiq Standards I^a^ 

Department Chairman s ^ Uate cbmmittee Chairman's 

Signature of Approv^ Signature oX Approval 

Request for Gr&nting Approval to Students Listed 



I, 



Department 



2. Course : — _ Title" Number Credits ' 

3. The following student(9) has/have mastered the subject matter contained, in the above 
course and should receive appropriate course predit ; 



Name 



Sw S. No. Grade 
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■ Instructor's' iJignature 



^ APPENDIX S 

TOWSON STATE COLLEGE 



Academic Galendar^v 1975-1976 
Fall Semester 1975 



September 2, Tuesday 
September 2,3,4, 

Tuesday , Wednesday- 
Thursday 



September 5 , Friday 
September 8 thru 12 

Monday thru Friday 
October 2A , Friday 
November 14, Friday 
November 26, Wednesday 
December 1, Monday 
December 12, Friday 
December 15^ Monday 
December 22, Monday 



January 5 , Monday 
January 30, Friday 



February 2, Mond^i^ 
February 2,3,4^ 

Monday, Tuesday, Wednesday 



February 5, Thursday 
February 6 thru 12 

Friday thru Thursday 
March 26, Friday 
April 9^^ Friday 
April 19, Monday 
April 23, Frida(7 
May 19, Wednesday 
May 20, Thursday 
May 21, Friday 
May 28, Friday 
June 6, Sunday 



Residence Hall open 

Complete Registration and Change of Schedule 
for pre-registered students and Orientation 
for new ^tudents not previously completing 
the program — late registration by permission 
of Registrar 
Classes begin 
Schedule changes accepted 

Mid-Semester 

Last day to drop a course 
Thanksgiving Holiday after LAST CLASS OF Trip, DAY 
Classes resume / 
Last day of classes 
Final examinations begin 
Last day of examinations and semester 



January Session 1976 




Session begins 
Session ends 



Semester 1976 



Residence Halls open 

Complete Registration and Change of Schedule 
for pre^-Kegistered students and Orlentat'ion 
for ne^^ students not previously completihg 
the program — late registration by permission 
of iRegistrai^ . 

Classes b.egivi , -^^^ 
Schedule chaiVges accepted 




after last class 



:ourse 



Mid-Semester , 
Spring vacation. begii 
'Classes resume 
Last day ^to drop a 
Last day of classes 
Reading Day 

Final examinations begin 
Last'' day of examinations and semester 
Commencement , / 
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APPKNOIX T 

= ' ^ riJT^RIC'l/'M 'X^liMITThE 

Fl'RM A: riew Cr:urses (S'jtr.it 3 copies) 

pjCRular Q Muiiinester []] a General Studies Area 
Departjrient or Area ^ Date ^ ^ _ 

Signature oi dezartnent Chairperson'^- 



*(?or General Studies Area courses, approval and signature of Associate Dean is neeaed 
' ill lieu of depart.T,ent^ end irperson) 

The department has approvea the foXlowmp; coarse and now requesto the approval of 
the Coller>e Corriculuni Comittee, wvth the unaerstand^ n^ that approval or disapproval 
will be reported to the department.* . If approved, this approvaA- will also be reported 
to the Archivist ajncj, the Registrar of the College. ^ / 



Catalog Title 



^ZaXAlog Description of Course 



Credit Hours 



Cojntact Hours 



Level of Course: Lower Division £3 I — . 

- Upper Division - Undercraduatc credit only. • LJ p-i 

Upper Division « Undergraduate and Graduate credit LJ 

Grc-iurte Division ■^v*.-''~^ 



Suggested Level Number of Course (100-600) 
Prerequisites of . Course . 



Of minorfl? 



Will this course be required of majors? 

Will this course be open to non-majors and non^minors who meet the prerequisites? 
Can this course be used to help fulfill the general college requirements? 



Are there any special requirements for eauipment or funjis which must be met before this 
course caio" be offered? so, please ex^^lain. 



Are there any books, ,pur iodicals ^6 r library materials which must be ordered before 

this course can.be offered? ' / If so,fple*asG .list thesd on a separate 

sheet which may be s 



of the course < 



nt by t b^ S ub c ommi 1 1 e e to t^e appropriate librarian on ap^pt5val 

(JANUARY 1973) 




239 



/ 

CURRICULUM C'C^.ITTi^ 
F'K-! A-1: ^ Minir/'ster For.T (Submit 5 copi-'s) 

.Jatalcg Titl<' ) 

Specifically, how will the course be scheduled? 







riJCSDAY 




TliUluSDAY 


FJIIDAY 


0:00 






i-. L 






9:.o:) 












10:bO 






: — . 






11:00 












12:00 












1:00 








0 




2:00 












3:00 












J4:00 












S:00 













uoes this schedule approximate the 10-15 hours of instruction normally required for 
each credit hour? If not, attach explanation. 

Is this courie already a part of the regular curriculum? 



Why is this course appropriate to the concentrated nature of the four waek miniraeater? 



T-2 
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Was the course offered in the previous minimester sessions? If so, specify 

. . Please attach an explanation of any changes in 

content or methods <Xo be irnplemented since previous offering* 

Maximuin class size Minimmn class size 



Are theire any preconditions for the offering of this course — special funds, library 

acquisitions, instructional staff, etc? Are there any costs for supplies and 

terials which exceed (departmental budgets? Attach any relevant comme^its, 

_ O ■ • / I. 

.FRir« involve travel? If so, what is the approximat* cost for each 

Attacn 'Justificfttion. 240 ' > 
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CURHICir^UM CJ:^>tITTEE 



B: Changes in Existing Courses or PrograiRS (Submit 5 copies) 
De.partinent or Area Date 



Signature of Department Chairperson* ^ 

(For General Studies Area courses, approval and signature of Associate Dean is needed in 
lieu of departn^nt chairperson) 

The department has approved the followLag changes and now requests the approval 
of the College Curriculujn Comittee, with the understanding that approval or disapproval 
will be reported to the department. If approved, this approval will also be reported 
to the Archivist and the Registrar of the College, 

Current Number and Titl^ of Course ^ 



Fill in Appropriate Changes and Attach Justification for Each Change Requested 

a» Change in Title: 

Proposed Title 



b. Change in Catalog Description: 
Current Description 



Proposed Description 



c. Change in Prerequisites: 
Current Prerequisites 
Proposed Pre^quisites 



* d. Chajige in Credit and Contact Hours: 

Credit Hours Contact Hours 

■ H . I' ■ - 

Current 
p ,,.-—111 . ■ 

Proposed 

e. Chajflge in Level: . 

- .. . ' * i 

. ■ Current Proposed 

Lower Division 

Upper Division - Undergraduate credit only 

Upper Division - Undergraduate and Graduate credit / / CZJ 

Graduate Division / — "J 

Gu^^oGted \j7.vq\ Nmaber of Course (I0O-6qq) ' 



pni/^"f. Coure^e to be Dropped from Currrculiim: Check if yes / / 
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APPKNDIX 
SABBATICALS find 


U 

Q oH 1 1 /111 

Sl::i>F-K£NhWAl. 


Approved 


• 


(Statement ^Attached - Re: Coverage of 




.Department Chairperson 


Classes and Other Res pons ibil iff es) 


Approved 




(Statement Attached) 




Associate Dean " 




Approved 







Vice-President Academic Affairs 



Because it is felt that faculty self-renewal is the best way of^insuring institutional 
and program vitality in -a period of little, if any , . growt^h and faculty turnover, 
sabbaticals for the future take on even more importance than they had in 'the past. 

•Therefore, all requests for sabbatical leave beginning in September 1974, will be 
required to be accompanied by a detailed faculty self -analysis using as a basis the 
attached outline. Specifically, you are being asked to analyze your personal pro- 
fessional goals for the next five years. How do you view developments in; your dis- 
cipline and how>^do you propose to adjust? Given the shifting eni^ollment patterns 
Towson is experiencing, what do you see ahead for your discipline, your major pro- 
gram, and your department? 

Finally, in view of these concerns, what kind of professional "retooling*' do you 
propose to accomplish during your sabbatical; and how will this benefit the college? 

^Please complete .the enclosed and forward to the Office of the Dean of the College, 

Part I - Name " 



Department 




^Rank 



bate of Appointment at TSC_ 



Date of Last Sabbatical Granted by This CoIlege_ 
Dates of Sabbatical Request: From 



To 



Part II- List Courses You Regularly Teach (i.e. over the last two years) 



Courses 



Estimated Enrollment 



(over) 



3-7? 



Estimated student load per semester over last two years:_ ^ 

Part III 

A. What (developments, new scholarship, the graduate school or student job 
market situations, and other external changes have occurred within 
your discipline within the last five years which might require a partial 
or perhaps full-scale "renewal" of the courses you teagh or a decision 
to develop competencies in new areas? Please explain;" _ 
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Part III 



B. What are the internal (to the College) developments which you see as 
having affected enrollments in your discipline? , (It might be signifi 
cant that enrollment fluctuations have occurred at the upper division 
but not the lower.) 



ERLC 
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(over) 



Part 111 
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c. 



If the purpose of the proposed sabbatical is to pursue a program of 
scholarship, you are asked to explain in detail the nature of your 
project. How would you eatima^te its p9tentlal contributions to 
knowledge in your discipline or area, and its value to your ongoing 
development as a collfege professor? Please describe in detail how you 
propose using the time if you are awarded a leave and how will you re- 
port back to the College upon the conclusion of the sabbatical the 
results of your work? 
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Part IV - How would your sabbatical relate to Parts II, III-A.B. or C, above? 

In what way does your proposal reflect a commitment to your own pro- 
fessional self -renewal , and how will the College benefit? 



/• 



Attachments: I, Form for Department Chairpersons to use to offer their recommendation 
V regarding proposed sabbatical. 

' 2 4 6 

£PJC 2. Board of Trustees statement on sabbatical leaves. 

(over) 



Attachment: 1 , - ^ Chairperson ' s Recommendation Sabbatical Leaye. Request, 



Faculty Member; ' ' Y^ar of Sabbatical 



In* submit t ing your recommendation please attempt to relate your responses to"^t*h^/ 
sabbatical quest iofinai,re completed \by the faculty cjmember, especially , Part IJI - A, 
B, or C. • . \ ' . 



How many sabbaticals can the department absorb during the coming year and what prior 
ity ranking is asslgqed to, this proposal? - i.e. three Ijeaves are possible and this 
request is regarded as priori ty number one . . , 



EMPLOYERS FIRST liPU Rf bF|N Jl|iX 

• ■-. eit ■()CCI*rAtlO.KA1/ OlpEASE ;, : 

(•■'* Copy To aTATE ACCIDENt FUNO--' . "■■■.■.^f;", [ .J^ ■ 
I Copy To.WOHKMF.N;H rOMI'KNSATlON pttMMJFSlOW' ^ ;, 
I fctfpy To I)KfA«TMLNrOF LAflOK & INUUSTRV 



Pro. 





in|. Codf 



Efiiplo/er 



II 



1. 

2. 
3. 



Na^e of Employer 



.Towson StjSte CofM 



Civ<; nature i'of business (or article manu 



(tf Locttlph plant or^£^»ee where apcidenV;or .diicaae *jjicui7^ " 



Ttm* 

and 

PUc« 



General Services Bldg. n^p^rtment J^.^^^^A,?-^.,.^ «m|laytr'i pfNmUe% 

(b) If Injured lii • mine, did accident o<;^ut-on •ut^iice/Wttdetr^^^^ fMt oy dm ..^....^^ 

aU of IhjJry^ 1P^15~7.3 .#..:...J>.^ we*k.^W9tid^ of dri^,^^. 

" ' "~ in ^ ai Injured paid l^j f^in for.f^y of injury 



YC3 



■■■*.M..... 



'7. Dale loss life ,fe*gan . .l.Qr.l.5.-?.3...... 19 .iP.. AIM. S.. 

9. When did you or foreman flrst know of injury 10-15-73 
10. Nsmc of foreman Mr-, Joseph Jones 




Injared 



12; 

i 

16. 

16, 

17. 

1& 



Address: No. ftnd]\$u 
* Check (>/) Manried 



John NMI 

iFlrtl KKm#l lUt<J4U i,niii«U 

Sixth l^treet « 
^ Sinf Widowed , Wjtlowr 




Ye-3 ■ 



Smith 



Social Security No 
Balto. 



City or TowTL 

Mal«^ Female 



123-45-6789 
Maryland' 



NationftHty ^ « ' Speak \ EngVUh 




Divortred 



8UU 

; Whit/?. 



CCS 



Ape Did you have on file employment ccrtific* 

(a) Occupation when injured Stockman 



or permit 



Yes , 



Caoae 

Wury 



(b) Waa this hU or h«r per*>>«' occupation 

(If not. sUte in what deportment or brwfxh oX work r«^lariy employed) ;j,v— •" - - 

(a) How long Employed by you 2 l/ 2 ^8 . j^) Plec, or time worker W«ee. p«r hoar $. 

(a) No. hours worked per day (b) WoRes P«r day $.. 1....:.....-^.^...^.^ ■ 

(c) No. diys worked per week- f Iy.R — (d) Avemr* weekly uminrs 

(e) If board, lodging, fuel or other adv.nU^es wer. /omUhed in addition to w.r«, gir. esUmated raluo per 

day, week or month . . ■-• ; ^ 

Machine, tool'or thinff causing injury .Box,,,,, „_ 20. Kind of power <h.nd. foot, electrical. 

ste*ni etc ) ^n^.. f... 21. Part of machine on which accident occurred — 

(a) Was safety appliance or regulation proYlded .Te«. (b) Was it In use •» time • 

Wa's accident caused by injured's failure to use or obsenre "safety appllanc* or regiilatlon ^^^j^ - " 

• the^?^p^x' f ell forward , Mr I'sSlth ; thr^ .UR„^ 

Ixhe.'.^^^^^^ the box .lacerated the palm of .^N 

Did d?i^:bnity rom disease ariie out of and In th«j cou^ia of clalmanfa 1as,t employmeyv % 



19. 

22. 



25. 



Nature 
of 

lAjarj 



25. 

27. 

29. 
30. 



ai 1^^*^ BoxcB were stacked tod 

Cauaa and niturt of injury or occupational diieaaa -..^. r. 

Was trying to work too quickly. ^ ^ 

^ diiabilit, . tt, Haa injurtid returned lo wt)rk 



Mr. Smith 



Yes 



10-16-73 
Same 



PTt)babU len^h 
IS ko, date B^d hour 
At what occupation .. 
(ft) Name «nd address of phy^icNn 
(b) Name and address of hotpiUl 



At what wart I 



?eme 



* PatrJlcK mi<^n, Tpw.qw. .S.t«.t^^C.plXefta 



If ao, giyt dtkVt of death 




O .^forra and corftti ?p<iltnK 
^ Claimtnt'a name in S. F. 2 wr.s tpeJled 
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OfflcUl TllU 



Supply Ofjkcpj: 
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0 
E 
S 

c 

R 
I 

P 
T 
I 

0 
N 



et#C»«l»l CU:A|»I.V MO\* TMt ACClOlNTOCCUHRtO: 

Hr. ';Smlth:*wa8 attejapting to teiaov*, a boai (#5) of. paper from thejniddie of -a-atack of 

boxeis in ataie l?3<;'wh'cn the box on top, fell forward; Jia box itS f ell. forvard ,■ Mr. 

Smith threw :up hla right hand /to protect his face f£0« the falling ob'ject . _Tha netal 

bapd on box (?8 lacerated the palm pf Mr. Snith^a right ^hand»_requi^^^^ 



( 



A 
N 
A 
L 
Y 
S 
1 

S 



WHAT ACT«; ri^^LLiRCS TO ACT AWd'/OR CONDITIONS CONTI^IBUT«D MO»T OIP«CCTL.y TO TMI« ACCIOfltHT? 

Hr. SmlC^ was Gttc .tp_0a,ve.^tl»€ by puHiLng \;>07; #5 without flrat rezacoriJig 
box ¥q ($ee diagram)*^ Mr. Smith alpo failed to use personal protective equipment: 
supplied, I.e., gloves. . _ 



WHAT ARr THE RCAU OK SASfC RCASONS FOR THC UlSTCMCC OF THCSC ACTS ANO/Olt CONOITIONSV ' 

Mr. Smith Is a ney employee Vho has not received proper training 1^ materlal^hAndlAlIg^;- 
It was also learned that Mr. Smith was operating behind sch/edule and was anxious to^ 

catch up to Impress his ne^ employer. It Is this supervisor's oj)ini(m^ t 

adequate shelving may have eliminateMd the stacking probrem. 



□ M0)or 



LOSS stytmvf potcntial 

gr >#rk>AJ* , □ MInpr 



□ Frsqusnt 



MOBABtC KCCURIICIICC RATC 
□ OccstionsI 



(3^ 



Rsrs 



P 

R 
E 
V 
E 
N 
T 
I 

0 
N 



WHAT A<^TlON HAS 0« Wllk. M TAKSN TO MtSVCNT MCCUNNCP^CCT ^^CK K ITSMS COMPUCTXt), 

S^djth's foreman, Mry Jones, Instructed Smith In the proper methods of material _ 
handling. Smith was^lnformed that although his stjpervlsora are pleaaed with his 
attentpts^to catch up on his work, safety must always take"precedence ovfsr speed. 

A work order was placed to have additional shelving Installed In aisles 3, 7 > .and 9; 

Mr. Jones will check all material handlers on a regular baais and eqforce safety 
^ulpment regulations* 



tMvsrrioATto sV 

1 Harry Brown 


OATI 

10^15-73 


Geor5(e Peabodv 


OATS 


Vitaasses 













I j 

I Dlagraa . (Complete where applicable) : 

: . . ■ I . 

Box 5 - bojc Smith ajitenipted to move 

. ■ , ■ • I "• i . 

B<?.*;.8_ -ibbK that, fell caps Jng. >.|lutj; 



I 
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1. 



Box 

. 7 


Box 

8 


Box 
9 


Box i 

■ A . : 


Box • 
5 • 


Box 

6 . 




'Box i ' 

2 . ■ ■ 


— 

If 1 

Box 

■ -r ■ 

r 

1 . ... 



) 
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PROPER JOB INSTRUCTION , . 

The control ot losses is related to the ability of people to perform their tasks properly. 
Proper Jpb Instruction "Pjr' is a proven method to give instruction for the correct 
performance of a task. Some of the benefits of "PJr' are: . ^ 

• fewer injuries. 

• less property damage. 

• better quality. \ 

• increased productivity. 

• greater employee motivation. 

••Pjr* should be given with the assignment of every new or different task. It should be 
given before the person starts the task, not after he has started and done something 
the wrong way to expose himself to injury or to cause property damage. 



HOW TOfiET READY TP GIVE "PJI" 



1. Have a Plan 

— Knowledge of the job to be taught. 
—How much skill y6u expect him to 
have, and how soon. 

2. Break Down the Job 

— List the principal steps. 
— Pick out the key points. 

3. Have Everythlnfl Ready 

— The right equifirnent. materials and 
supplies. 

4. Have Work Place Properly Arranged 

--Just as the individual will be 
expected to keep it. 

HOW TO GIVE -iPJI" 

1. Prepare the Individual 

—Put him at ease'. 

^Find out what he already khows^ , 

about the job. , . 
— Get him interested in learning the 

job. Tell him its importance. * 



— Place in correct position. 
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2. Present the Operation 

—Tell., show, illustrate and question — 

carefully and patiently. 
— Stress key points. 
—Instruct clearly and completely, one 

point at a time, but no more than 

he can master. 

3. Performance Tryout 

— Test him, by having him perform 
the Job. 

—Have him tell and show you., 
—Have him explain the key points. 
— Ask questions and correct errors. „ 
— Continue until you know HE knows. 

4. Follow Up 

^ — Put him on his own. 

— Tell^im whom to go to for help. 

— Check frequently. Encourage , 

questions. 
—Get him to look for key points as 

he progresses. 
— Taper off coaching when he can 

work with normal supervision. 
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INVESTIGATION 

Once an acci^dent occurs, we logically want to prevent its similar recurrence: Effective 
investigation will enable you to determine the true cause c^f your problern so that 
meaningful corrective action can be taken before further injuries, damage. ' 
delays and waste occur. 

Application of the1p»6w\ng Guide Posts wiil . . . 

• provide ide^ttfrration of the real or basic cause; 

• aid in determination of meaningful corrective action; . " 

• aid you in providing accurate information for required reports. 



GUIDE PO$TS 

• Bsfors litvestlgating, take all 
necessary emergency steps to prevent 
furtherinjury or property damagej^ • 
Then, where possible, interview 

' immediately at the undisturbed scene 
of the accident. - ^ 

• Maintain a positive attitude. Your 

. attitude during the investigation will 
determine the individual's willingness 
to contribute meaningful information. 
Investigations should be fact-finding, 
not blame-tixing or fault-ending. . 
Sincerely seek the individual's opinion 
and recommendations. 

^ Identify the real or basic cause of the 

accident. All too often We setttle foMhe 
obvious surface problem. Deeper 
thought and probirig will determine the 
real cause and lead to more 
meaningful corrective steps. 



» Take action to cqntrol the cause of 
your accident permanently. Don't ' 
settle for intermediate action in place 
of permanent controls. (See Cover.) 

' Set correction priorities by 

considering the potential severity of 
the accident and the probability of a 
similar accident recurring. 

Record and file all required forms. It is 
vitally important that you retain 
accurate information covering the . ' 
accident's description, your analysis 
and your prevention meaisures. 



Adequate time spent today on proper 
investigation and prompt remedial 
action will effectively control 
tomorrow's potential losses. 



TAKE PERMANENT ACTION TO CONTROL CAUiSES 

By Elimination. Improvement. Reassignment. Repair. Replacement. Revision 
or Training of f^en. Material. Equipment, the Environment or Safety Programs. 



RJC 
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APPENDIX W 
SAFETY PROGRAM 



Goals 

a. Primary Goal - To develop a Safety Program which. will effectively 
reduce personal injuries and properjty^ damage, and at the same time, 
improve the safiety attitudes and awareness of all members of the^ 
college community. 

^ ' ^. ' 

b. Secondary Goal ^ To enhance the image and reputation of Towson 
State College as a well coordinated and dynamic educational 
institution. 

The above goals will be attained through a three-part operation. 

a. Part One - This will include corrective action to eliminate' * 
currently recognizable fire and safety viola^tions and deficiencies. 
This will be accomplished by periodic inspections and follow-upT 

b. Part Two - ^ 

(1) This will include a Safety Policy Statement issued by the 
President of the college to make known the intent of the 
college administration concerning the individual respon- v 
sibility of each employee of the college and the overall 
goals of the Safety Program. Due to the importance of this 
natter and the fact that it affects the entire college com- 
munity, maximum effectiveness necessitates the issuance of 
this Policy Statement by the highest ranking executive of ^ , 
the college. This Policy Statement ma'y be found following 
the Safety Program outline. 

(2) An additional requirement of this part of, the program is the^ 
formulation of a set pf general safety rules. These rules are 
inclusive, yet simple, and are listed following the Policy 
Statement at the end of„ this outline. 

c. Part Three - This part of the program, although the most cumbersome 
and tedious will detennine the overall success or failure of the 
program. The major objective of tliis phase is the delegation of 
responsibility to the proper college personnel to form a viable 
program. This will be accomplished by : 

(1) Establishing a Safety ^Promotion Team. 

(2) Coordination of training of all college personnel in fire and 
safety matters' by the Personnel Training and Developiuent 
Manager and the Safety Coordinator. 
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(3) Coordination of efficient inspection and record-keeping 
systems by^^^U^g^^^S^ety Coordinator, 

, (4) Developing college-wide involvement and interest in fire 

and safety matters by the Safety Coordinator, 

3. Delegation of Responsibility 

a. In order to develop an effective program, responsibility must be 
delegated to management level personnel. Npn-adminlstrative or 
non-supervisory personnel lack the authority to enforce regulations 
and institute policy changes, 

b. Safety Promotion Team 

(1) Objectives 

(a) Total management involvement in the Safety »Prograin, 

(b) The development of positive supervisory attitudes 
towards safety. 

(c) The formal training for supervisors in their respon- 
sibilities to the Safety Program and in safety 
management techniques. 

(d) The college-wide promotion of a safety theme which 
has been selected by aiialysis of accident losses or 
program need$. 

(e) The thorough college inspection with a follow-up of 
corrections as needed. 

(2) Membership 

(a) Permanent members - Because of the nature of their work 
and/or of their subordinates' work, tthe following 
individuals shall be permanent members of the Safety 

^ 'iProntotion Team: Director of Physical Plant, Director of 

Security, "Director of Auxiliary Services, Ditector of 
^ Health Center, Associate Dean for Physical Education, 

Associate Dean for Sciences, and theSaf ety Coordinator, 

(b) Rotating members - Each division head shall appoint a 
member of the division's management team to serve on 
the Safety Promotion Team for one year. Since some 
divisions will be represented*" by permanent members, the 
appointment of rotating members from those divisions will 

/ be optional at the discretion of each division head. In 
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addition, the Vice Presiclent for Student Affairs shall 
appoint "a student representative to serve a on^ year 
term. ^ Each representative selected should receive a 
letter from the appropriate division head describing 
the team concept and providing a means for implementing 
the program. 

(c) Team officers - The Safrfty Coordinator shall serve as 
advisor to the Safety Promotion Team, and each team 
shall select a chairperson and a secretary from among 
its members. 

« 

(3) Responsibilities • 

(a) The Safety Promotidn Team shall make recommendations 





(b) 



RecopimendatlQiis shall be followed up by the Safety 
C^rdinatqr ,"who. shall report any problems to the 
^irecto^/bf Personnel for disposition. 



/ 



\ 



/ 
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TOWSON STATE COLLEGE 

GENERAL SAFETY RULES ^ 

1. Follow instructions; don't take chances. If you don*t know, ask. 

2.. 'Report immediately any condition or practice you think might cause 
bodily injury or property damage. 

3» Put cverythinR you use in its proper place. Disorder causes injury 
and wastes time, energy, and material. Keep your work area clean 
and orderly. 

A. Use the right tools and equipment for the job. and use them safely 

5. Whenever you or the equipment' you operate is involved in an accident, 
regardless of how minor, report it immediately. Give first aid promptly. 

6. Use, adjust, alter, and repair equipment only when authorized. 

7. Wear approved personal protective equipment as directed. Keep it 
in good condition. 

8. Don't horseplay; avoid distracting others. 

9. When lifting, bend your knees, grasp the load firmly, then raise the 
load keeping your back as straight as possiblp. Get help for heavy 
loads . 

10. Obey all rules, signs, and Instructions. 



256 



APPENDIX X 
DESK COPY REQUEST FORM , 



Date 



To 



(najTie of publisher) 
(address ) 

(city h state) 

■\ 

Gentlemen: 

Your book (Please specify author, complete title and edition) 



has been adopted as a required text ii) my course - • 

(course name & number) 

The course begins and will have an approximate fenrollment of _ 

(date) 

students * 

I have not\previo^JSly recei/ired a c6mplimentary copy or desk copy of this 
book. Please send m^.-<5ne'i Th^k you for your prompt consideration in this matter. 




Sincerely yours. 



(signature ) 

Name , ^ 

I^ept ' 



College 



City & State 



Note: American Textbook Publishers Institute Policy: Publishers prefer that 
instructors write directly to the p-iblishers for deck copies using this 
fom. Mail 'his fom directly to the publisher nrimod. Use a separate 
sheet for. every book requested -even though the book is for several in- 
structors teaching the same course. 
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APPENDIX Z 



SICK LEAVE REPORTING PROCEDURE 



It is imperative that faculty report and departments keep, accurate ' 
records of all sick leave taken. This is the result of a change in the 
retirement policy which permits unused sick leave to be converted into 
additional service credit time and also to provide information for those 
requesting a certification of 'sick leave used for exclusion on income tax, 

To assist in maintaining uniformity and accuracy, it is requested 
that the following guidelines be used in reporting faculty absences to 
the Dean's Office: ji^ 



1. Each department must submit a bi-weekl^ regular 
(not contractual) "Faculty Sick Leave -Report** 
to th^ Dean's Office. - ' 

< 

2. Facip^ty are to use a school week Monday through 
Friday in counting their sick days. 

3. Holidays (days when classes a^e not conducted) 
need not be reported . 

Absences occurring during Minimestfer and Summer 
Session are not to be counted. 



Exclusive of holidays, Minimester, and Summer* 
Sessions, faculty are to report all absences, v 
"londay through Friday, due to illness. Days ' 
aXe to be counted even though classes^ may , not 
beXscheduled. Example: If a faculty member 
teacrhes Monday, Wednesday, Thursday and Friday 
and i^^ out the entire week, five days would be 
reported. 



\ 



For any illness of three or more cot^ecutive 
work days,\r parts of three or mor^ consecutive 
work days, faculty mu^t submit a certificate 
signed by a dimr licensed physician which 
authenticates the period of illness and indi- 
cates that the faculty member w^s,. ^unable to 
perform his/her duties during that time. Such ' 
certificates^ should W attached to the department's 
"Faculty Sick Leave Re^rt". Failure to comply 
with this regulation may\result in a. loss of pay 
for the period^of the absence. 




Revised April 11, 1975 
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J, Kaf 11 1 L y ' H i r i ng 1^ rocerl n re s • * 

* • 

1. I*n accordance wiLlPthe provisions the ATfrrmaLive Action Plan of the 
college^ (Seel ion ! I , Subsec 1 1 on A, Part 1, -Tteni 3), departmental hiring 
committees whir-h do not inclii^(^ women and /or minoxi ty members shall 
choose consultant members from among a , pool of volunteers who have been 
given orien.tation to the hiring process. 

2. Consultants serving on a hiring committee will not be voting members 
-/ of the committee but will he active p-ar t i c i pan t s ' in all discussions 
C-^^.^^and deliberations of^'the committee. 

-/ / — ^ 
'3. The- functions of consultants include assistance t6 the department in 

increasing its a|)^lic'ant pool, including assistance in establishing 

contacts with sources of minority and women applicants, assistance to - 

the department in screening applications on a non--discriminatory basis*, 

and p a r t i a* i p a t i on in 1 n t\e r v i ew s . 

•.■ ■ c ^ \ 

A. fConsultants need , not servb on more hiring committees than they feel 
able to serve well. No co^nsultant should feel constrained to accept 
any or all invitations to .-verve on hiring commit tee^s, 

Servi(;e as .a consultant Ls/^ega^ded as service to the college. Consul- 
^^Sfnts should report this/serv>ce on their end-of-year reports and such 
service should be crecP/ted by the consultant's own depar.tment in the 
Sc^me way as other comm i-t tee'^se rv i ce to the college.^ Service as a ^on- 
sultaQt'is W'ork, %nd consultants who f eel "that tlie time devoted to con- 
sultari*cy prcn^ludes some other f orms of service should feel free to re- 
quest a redu(^ tion of other exDrnml t tee ' duties . 

6. All consultants arc^ volunteers. Consultants receive orientation to the 
Affirmative Action and Dean's Office guidelines con.cierning hiring prac- 
tices, and have access to the Affirmative Action Committee and to the ' 
Dean's oTfice. flowever, consultants are not e:>q|ected to be legal experts 
or apologists for regulations", whether fedt^ral, state, or Ciinllege regula- 

' t ions . ^ ' ' 

7. - in addition- to a(^f'c\ss to informal contact at^any time during the hirijng 

process, t lib re shall be held the followirW meetings for consultants: 
orientation (before c onsu 1 t an t s o i n ai h i r ing. commi 1 1 ee) 
progress (about midway in- the hiring season, for excha^npe of ^ 

i deas and exper I enccvs) 
f eedback and eva lua t ion (at the end of the hiring season , to 

di scuss resul ts and evaluate the consul tancy program) « 

8. Consultants will be provided with copies of the "Outline of the Hiring . 
Process," lists of recruitment sources*, and other necessary materials. 
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^OUTLINE OF THE HIRING PROCESS 

The following is a compelndium of 'policies and practices, botli. those called 
for in ' the, college Aff irmative, Action Plan and" those propounded by the Dean's 
Office.^ These policies and practice^ have been arranged j.n chronological 
order tp coyer the various steps of the hiring process; .the outline can 
therefore serve as a checklist to Jiiring committees as they go about their 
deliberations. " . 

1. Determination of position to be^illed. 

The exaet ppgition to be fill^ should be determined in consultation 
with tha Associate Dean for the division — the level (faculty rank) ^ 
available, specialties, if any, to be taught, and Specific qualif icaticfns 
necessary in order to fulfill the positionT 

2. Wording of advertisement. 

. . '* 

The advertisement should be worded as specifically as possible. The 
following information should be given briefly in the advertisement 

a. faculty rank(s) of the position. 

b. specialty, if 'any , .required . ' 

C primary duties of the position (e.g., "teach three sections of ^ 
introductory, survey and one advanced'^ course in specialty" — . ^ 
note that in this context, it is better to specify- the specialty 
as an area of competence than a particular course title — 
for instance, '"one advanced course in linguistics " rather 
than "one advanced section of Structural Grammar") including 
any non~teaching duties such as directing a program or super- 
vising - infterns/ traineeg/etc . , if applicable. 
*d. closing date for applications, 
e. qualifications required or desirable (specify which), including 
degree s'tatus, experience, etc. ^ * 
'f. The statement "We are actively *>seekipg women and minoTrity applicants 

lEor this position." ' ' - . ^ 

jg. The statement "An ^Iqual Opportunity/Aff irmative Action Employer." ' 

3. Approval of advertisement. * ' . 

/ ^ , ' - -^i ' • , . . , 

Each ad^j/ertisemet^t must be approved' by the Assx^ciate Dean for the division 
^ beforq, it is circulated or placed in^ amy publication* In this process, 
. the Associate Deaps will consult with the Affrlrmative Action Officer ' 
as> appropriate. ' . ^ - * 

4. ' Placement of advertisement. - * - 

The alhvertd sement should be circulated as widely as possible in media 
likely to reach Minority and women applicants .^ ^ 

a. The department will be respbn^ible for placing the ad "in appropriate 
, professional journals. "(Cost accrues to '^department budget.)-'', ^ 

^ . ^ 261 ^ • - ^ 



d. 
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■ - ' ' ' ' \ • / • ^ 

The Associate Dean for Instructional Servlcx^s will be responsible 
foir placing the a<i in -.relevant general-circulation media s\ch as > 
The Chronicle of Higher Education and the Black Scholar. (Co«t 
accrues to f)eari's Of Tice budget . ) Departments should send DrN>Iupphy 
a copy of the final version of the ad for this purpose. ' \^ . 

The department wili be rej:ip£ns ible for mailing copies o.f the ad to\ 
majof W.ark' graduate in.^t i tti't ions . A list of such ins|ti tu t ions is - \ 
made available through' the Affirmative Action Office/' ■ \ 

* . » . ■ ^ 

The "departme<nt will be responsible for developing informal contact 
'With black graduate i^ns t i tu t ions and local blacj< colleges. 

e. For temporary (Visiting Lecturer) and part-time 'po-Sitfans, advertising 
may ^be confined' to the ,Bal t imore-Washing ton region-; for regular appoint- 
ments, advertising should include national-circUla^tion professional journals. 

Preliminary .Screening. - 

Applications should be screened initiahy^^only to "weed out" those who I'/'' 
do not meet the minimum qualifications for-Jhe" position. These persorfs 
should be notified ea^pl-y that thelV* applica^tions are not C9mpetitive. 

All applicants who are n_ot eliminated on "this preliminary Screening shall 
be considered bona fide candidates for the 'pos-i t ion (this group will here- 
after be referred' to as the "applicant pool"). Care should be taken' to 
screen out only, those applicants who do* not meet minimum cjualif icat ions - 
-^aU>others should' rema in in 'the applicant pool. 

Dcterminat ion of ^(^omposi t i on ^ of the applicant pool. 

All ap^)li cants "in the applitant^pool who did not specify their race and 
sex, on th'eir initial application sholild be sent' the "R'ace-Sex Information- 
Request, Form.". Please note that^ while we. can request such information, 
•we t^mnot' require it, and failure to complete or return such a'form shall 
not -be used as a i^greening tool at any further stage of the procedure. 
Copies of » the Race-Sex Inf orma 1 1 on J^eques t Form, are avail^able from the 
Affirmativt4 Act^ion 'Office. ' - ' 

A.^record.of non-competi t Lue applicants ( those screened out at'step. 5) 

should be maintained'. , ' • , ^ . , 

' ' ' ' \ 'f _ • " _ ' • . . ■ ^ . 

A separate rc>cord of the applit:ant pooL should be maintained . ' The record 

of Crhe^ cippH(;ant >bol shoui;d intlude race. and ^ex of all applicants for 
which, this infcTrmation is available. , * 

In this initial revi,ew" of the appilc?int 'popl „ any cither necessary infor- 
mation which was not supplied with the original application should also" 
be requested. , . ^ • ^ 

?tep 6 is a review step only: its purpose is Wo as-sure that there are 
ful 1 infonnat lonal records on each member of. the applicant' pooli' I^o ' ' 
"comparat ive".asse-ssments sh.ou Ig] . be^mad e until this review has been ' \ ' - 

accomplished. However , *onc e all i nf ormat ion necess ary' has been V^^ques ted , 

top 7. may be initiated before such ^i.nformat ion is received. Nevertheless, 
step 7 mc-ty not be cpmpleted- unti ) a Ve^asonable time has been allowed fqr 
fHe rercipt of^any additional inf oritia t i on . reques red in atep 6. ' . ^ . 

2a2 . ; ; 



. Screening *Qf the applicant pool. * . . . v 

0nce,^the, applicant pool has been established, each bona fide application 
•should*^e reviewed on Its merits in relation to the position-description 
and qualifications as advertised, ^ . ^ ' 

Factors used to screen applications into^degrees of desirability may not 
ine'lude either those which are specifically discriminatory (factors of \ 
race, national origin, religion, sex, or age) or those which are i.Rdirectly 
discriminatory by virtue of their impact upon a particular gro^p-'C factors 
such as marital status, speculations about willingness to relocate, status 
of the^gr^^duate ,school attended , etc.) . 

Particularly when ■ sclreeni ng applications for a position at the junior 
ranks, the admittedly subjective --'factor of "potential" is one which 
must be considered. Hiring committees are encouraged to discuss broadly 
both the quantitative and the qualitative factors which they perceive in 
the -applicati6ns and upon which their . assessments are based. 

One tool which committees might wish to' use (and. which might be requested 
either in the ad or at stage 6) is a brief statement^ of bhe applioant'ls 
"philosophy of education" or "assessment of the necessity of this disciplin^e 
in a liberal ..educat ion. " Such statements — again admittedly subjective — 
may furnish additional useful inforjnation , not because tKere is any "right"' 
answer, but because tl^ey provide insight into the candidate's aims and- 
methods. ' ' . 

The screening procedure will .result in some form of grouping of appli- 
cations. The exact numb^er and nature of the groupings, and their size, 
may vary depending upon the rtlimber of applicants in. the applicant pool. 
Due to the diversity of departments ■ and positions",' no sharp guidelines 
can be given as to the number or size of groups within the pool. However, 
each department commi tt ee , should feel f ree to 'consul t t he Associate Dean' 
of the division an*d/or the Affirmative Action Officer for assistance and 
advice if* they , perceive a problem. in the process of such grouping. 

The ultimate result of the screening/grouping sta-ge will be the deter- 
mination of an "intervie.w pool" from within the ^applicant pool.". The 
interview pool is those^ applicants which the department wishes to bring 
.on-campus for an intervi*ew as set forth below. 

NOTE: Some departments may Wish' to use prelinllnary^ interviews as part 
of the process of . screening the applicant poql (such as, for "instance , 

''^^ annual meeting of a professional association). 'In " 

general^^lnterv^«?ws at thi^s stage may not be used as the only interview ^ ^ 
t)f a candidate. Off^ers of^ employment .c'annot be made at such an interview. 

•. : * " . 2G3 ' ■ • ■ '-^ ' \ ^ ' 
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Review of screening and permission to interview. 

When the department has complett^d the screening of the applicant pool 
and has listed the interview pool from among the applicant pool, the 
• department siuall present its findings to the Associate Dean for the 
division. The following shall be suhmltted: , 

a. The chart entitled "Composition of the Applicant Pool" 

b. The chart entitled "Composition of this 1 ntervlew Pool" 

c. Written justification of the reason for wishing to interview 
each person in the interview pool . ■ ^ 

NOTl':: Although expense cer ta inly; a factor, departments are urged 
lo incluch' as large a number of applicants as feasible in the interview 
pool. Especia.lly where some of the persons to be interviewed are local, 
this is p r a c t 1 c ab 1 e . S e e a 1 so 9 c b e 1 ow . 

No dc»partment may invite persons for intc^rvlews or conduct final inter- 
views until they have received the approval of tlie appropriate AS'^ociate 
Dean. 

I nv i t a t i (.)ns t o i n t erv i ew . 

Once the Associate Dean has approved of the be^>nfting of interviews, 
each person in the intt^rview pool shall be patitacted to arrange a d^-ate 
for the interview. Although the initial (Contact may bt? made by telephone 
earh person to be interviewed shalL-also be sent the following in writing 

a. a letter confirming tha-"3ate, and time of the ' intervi ew and setting 
forth the type of oral presentation to be made (note: the Dean of 
the College will not, in general, confirm any hiring for which the 
interview process did not include a demonstration or presentation). 
Such presentations might take the form of a guest lecture in a class, 
a seminar presented to faculty members, a demonstration, audition, or, 
performance, as appropriate^ -~ however, the candidate must be noti- 
fied specifically of what presentation is. roquire<;i, the level, of the 
audience, lengtii of [) resen t a t i on , options of topic, etc, 

h' a rompletL' (more compl.L'te than the advertisement) j ob "descr i p t i on . 

c. an explanation of the terms undi^r wliich travel expenses connected^ 

with a'li interview will he pa*'id. Tn genc^ral , the terms are as follows: 
if the interviewee is subsequently offc^rcMl the position and . accepts, 
we wi 1 \ pay travel (expenses ; if the i nt erv i ewee is subsequen 1 1^' 
offc^red the position and refuses it, the interviewee will pay the 
travel expenses; if we arrange the interview but do not make an 
offer' of the position, we will pay the exp'enses. (Expenses incurred 
for bringing persons to the campus for interviews accrue to the 
DeanVs Office, not to the individual departments.) 

Interviews; 

A core eommittpe, including the consuTtant s ,^ sl'iould be present fc^r all 
i n t e rv i cw s . 

A cori^ of similar ({uestions should be asked of all candidates. It is 
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advisable to agree upon this set of questions in advance of interviewing 
^ and to formulate them in writing.' Obviously, additional questions may 
cilso be asked. 

Notes shouLd be maintained of each interview. This record should include 
the date, place, interviewers present, and at least bi^ief notes j^f the o 
discussion itself. Notes may also be maintained of the candidate's 
. ^ presentation which is given in conjunction w,ith the interview. 

Priority ranking of the interview pool should NOT he made until all 
interviews have been completed. " . 

Where the candidate to be interviewed is a minority person or a woman, 
every effort, should be mad^ to introduce the candidate to minority 
persons and/or women ^on campus , in addition to the interview committee. 

11. Review- of process and offer of position. 

After all interviews of the interview pool have been completed, the 
department shall priority rank the members- of the interview popl. * 
This' pr'iority ranking shall be presented to the Uean of the College 
with the request to offer a position, and shall be accompanied by a 
written explanation of the reasons for the priority ranking. 

Offers of position shall be mad^ only through the Dean of the College. 

Should a department determine, as a result of the interviews, that it ^ . 
does not wish to make an offer of employment to any member of the in^er-- 
view pool, it shall consult the Associate Dean of the^'division and the 
Dean of the College-, presenting its reasons for wishing to reject ^11 
interviewees and its request either to conduct further interviews 
or to hold the position for a further ^earch procedure. 

12. Letters of rejection. - * 

a. Letters r ej ec t ing '"hon-compet 1 tive applicants are dealt with in 
. stage 5.. ^ 

b. Members of the applicant pool who are not chosen for the interview 
pool may, after stage 8 has been completed , be notified that 
interviews are being conducted and that they are not on the short 
list; however, they should not be given final rejection at this 
stage. 

c. No member of the interview pool or of the applicant -pool should be 
given rejection until the position has been filled, or until the 
decision has been made by the Dean of the College not to fill tTie 
position. 

d. Once" the position has been filled or the decision has been made not 
to fill the position, all members of the^ applicant p6ol shall be 
notified of rejection and the reason for rejection .shall be 



stated 



265 



AA 7 



13. Letters of offer of position. 

Letter's o,f ^'of Per of pclsition shall be sent only by or as authorized by 
the Dean of the College ancl in the terms authorized by the Dean of the 
College, ■ ! - 

■ ! ^ . ■ . ■ 

If »all candidates refujse. or for some other t^Sison the interview pool is 
exhausted, the departmjent shall either request permission to conduct:, 
further interviews (presenting a new list of the interview pool) or * 
reqpest permission to jleave the position unfilled until an additional. . 
•search can /be cqnducte^b. • . 

Sjtcps 11, 12,/and 13 involve initiatives of- _the IDean of the College, 

The presentation of requests or recommendations by departments at th^se 

stages does not imply the necessary concurrence of the* Peart" with such 
departmental recommendations or requests. ^' 

lA. Record ke^pifig. 

t 

The following records must M:)e kept: . 

a. list of the hiring committee (chairperson and consul tan t^^^ should 

be so designated on the list) ' it . ' 

b« the advertisement x - . 

,c. list of .places /Ck>oth publications and agencies / ins ti tut Ions) to 
which the advertisement was sub*mltted 

d. The names of the non-rnmpeti t ivo appT icants (stage 5) 

e. the names of the meiTibers of the applicant pool 
" f. tlie compos itibn of the applicant pool (cha/t) 

g. '"the names of the interview pool 

h. the composition of the interview pool (chart) 
i notes on the interviews (see step 10 above) 

j. same as g/h/i if a second interview pool is constituted 

k. copies^ of all letters td all applicants (if a form letter is used, 

copy of form "letter with ji^jjk^s to whom sent) and of all letters from 

allapplicants.- 



r;EN.(f:RAL note af^, DI'.FI NiTIONS In general, the foregoing document does not 
specify how departments constitute their hiring committees (method of 
select fpn or size of committee) but it does assume that hiring committees 
act on behalf of and with the approval of their departments. Thus it is 
assiimed that,^t any stage at which inf ormat ion/request s/recominenda t ions 
are presented to the Associate Dean for the division or to the Dean of the 
Clol.lege, such pr-i^s en ta t ion implies the consent or concurrence of the 
department, either by direct departmental approval of that move or by the 
department Vs general approval of the^ activities of the committee. The 
precise manner in which such a relationship is; expressed is left to each 
department' to decide. . ' 
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Ail* ii-..!a!..LYO AoL/u.'.] ia ^ort: . . Cu;iij)OoLLicjn of the Appliccjnt Pool 

/ 

Note: PloHGC uso n separate ch'irb for each position aclvertisedc 



AA-9 
8-75 



Dcpai I/..' ' iL: 



Position: 



Total '.^r of or;^! icoL.Ionc received: 



Ka-nbcr of applicati t'lm eli-'iiinatcd as non-ccnp^^titive on basis of 
preliMi_nary r.crccnin.^,: 

Total Mt'il^er of n;-:)] i cant:; \\\ the applicant pool; 



(a]»p].i catJ o:i.: ruei.jved ;.iuiu:; an;)! i.cat'. ciia eliinlna.tcd as non- 
cor'jjctit ;.ve .''p/jJ-icont j^K)].) 



Makcuj) of the a})} ' Lcan i, p-ool: 
cal'.j'.ory: 



number : 



% of applicrtat ^'pool 



v;liLt'.' r:<al.e 



i')]<''C*: fiialu 



Oi i I iital fial e 



othif-r male 



nu'ilc, race uiiKufr.ra 



white fe-^al. 



rae' ■ i a.o;ra 
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Total rr of r^r:-.o:.3 inclu-.tif. in tl;r- -'itfivlew col: 

I- 

f^akoKD o^'thp lntprvi*=w "ool: 



•;ory ! 



of int^.rviRv; pool: 



hl'tcl. -ale 



idi'^.n '-'.ale 



other 'nale 



ma le^ race UMkncT) 



Hhite r^p, le 



orient;:! ft^";r-> 
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APPKNDIX KP, . ^ 
POPKMKS PDK PAHT-TIMK KAr:UI/r/ 

It" is bu 1 i cvcd thai enactment of tihese pol i c i es,^g|l K result in establishing 
a solid cor[)s oi excel lent. ipart-Lime 1 y £0 augil^k^Mihe offerings nnd provide 

areas of expertise which canpot b(?\serviced by regul^T^ull-t ime faculty.' Depart- 
ments are advised to carefully fevi-t^w their needs in making recommendations for 
appointment lo regular part-time status. A maximum of twenty-five percent of all 
part-time faculty may receive a'ppoinjiment as regular part-time faculty in each de-** 
partment. The twenty-five percent will be based on the total number of part-time 
fa(*ulty employed during the P'all Semester of each academic yeaj. ^ This restriction 
is necessary because* it would be fiscally impossible to have al-1 regular part-time 
faculty. In certain cases, departments will be permitted to exceed the twenty-five 
percent limit. Justification for exceptions may be submitted to the Office of the 
Vice [^resid(;nt f(^r Academic Affairs. 

Part-time faculty at Towsou Stvite College include all faculty teaching less 
•th.ii) Lwelvc seinesLer hours, or the erju i va I ent in the uiTdergradua t e program, or 
nine semester hours or the equivalent for graduate faculty teaching a minimum of 
six hours of gfaduatci courses. All part-time faculty will receive a "Temporary 
Contract" which automatically termifiate at the end of the period stated on the ^ 
con t rac t . 

Part-time status is further divided into "Regular" and "Temporary" standing. 
The following criteria are to be met to qualify for "Regular" status: 

C riteria for Regular Part-Time Faculty Status 

A. Kmployc'd for four cons.ecut i vc> semesters or five out of . the last six 
semesters, or is hired 'in alternate semesters and employed for four 
const^cu t i v(* years. September 1, 1974, is to be used 'as the' base year, 
with work prior to that time not being counted. Exceptions to the base 
date .Hid to (he semens t e rs- se rv i c t> requirement may be made on an indivi- 
dual basis in except^^i onal circumstances. 



N{_)t_ a full-Lime faculty member of another State College and no t a full- 
time prof ess Lfjnril elsewhere. ' ■ 

Is willing to participate in depa'r tmerftal meetings and to serve on de- 
pa rtmc^nt a 1 cjr^immi t tees , adv i se'' students assigned by the department and 
perform proportionately other duties expected of regular full-time faculty. 
Assuming eacli three-semester hour course requires a minimum of nine clock 
hours per week for preparation, instruction, and evaluat ion , regular - 
part-time faculty are expected to provide additional service as designated 
by the department for each three-semester hour course. This service should 
account for at least three hours 'per week per course beyond the nine clock 
hour i ns t rue t iona 1 comm i tmen t . 

This guideline has been established as a result of the data collected 
from faculty f or the Hoard of Trustees in which the percentage of time 
devoted to non-class related activities was de terini ned . This study re- 
vealed ( li/it faculty spend approximately 35/^ of tlieir time in ncni-clnss 
activities. - , 

Is app roved by the app rop r i a t(!^ depa r tmen t a 1 se 1 e^c t i on c.ommi 1 1 ee . p 



The Vice-President for Ac^ademlc Affairs will ma^ke all regular part-time 
appointments. 270 
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Pr6redyrc; for Grant i ng" Regular Part-time Status 

A; When the part-time faculty member is in the last of the required number 
of 'sefnes ters , the department mus t decide whether to request "Regular" 
status for that person. 

B A person who has a full-time professional commitment elsewhere m^y not 
b e recommended for "Regular" status ; however , If such a person sub*- 
sequently gives up the full-time conjmitment, the department must then 
consider that person f or '"Regular" status. 

C. A person wTio is eligible under criteria A and B- above but who does not 
wis}} to undertake the duties required in C. may choose to -continue as a 
"Temporary" part-time faculty member.- Such a person should sign the 
"release" form attached. 



D. A person who is eligible under criteria A , B , . and C above but who is 
not recommended by the department shall not be allowed to continue 

^ a^s a "Temporary" part-time faculty member beyond the current semester. 

E. The department s recommendation should be accompanied by a document 
outlining specific non-class "expectaotigns" for the- person recommended ' " 
for regular part-time statui^. >Both, the department and the faculty," 
member will certify that a commitment, to these activities will be made. 

F. The Vice-President for Academic Affairs shall assurd that;, in general, 
part-time persons of "Regular" status const^itute no more than 25% of the 
par t-t iiVrG==^omplement of the' College or of any individual department. 
However, the Vice President shall e^xercise discretion in the application 

of this percentage. - " , 

........ • ■ ^ 

Where the application of this percentage makes it impossible f.or an 
individual recommended to *be given Regular status Immediately, that ^ 
person shall continue -on' Temporary, status> and future granting Of Regular 
status shall be in the order in which the recommendations ,were made. 

Guidelines fqr Employment and Benefits of Regular Part-tiin^ Faculty 

The following guidelines are to he used with respect to* emp loyment and 
benefits to be roceiv^ed by regular part-time faculty; 

A. Regular part-time faculty are to be made aware of and adhere to depart- 
mental expectations and faculty evaluations as outlined in Appendix I 
of the Faculty Handbook. 

B. Rank at the time of appointment as a regular part-time faculty member 
is to be assigned, using the same criteria applied to full-time 
faculty. 

C. Regular part-time faculty are eligible to be considered for promotion, 
and the same* guidelines and procedures used for full-time faculty are^ 
to be applied. ' . n 

D. Salary is to be establislied by using the regular faculty salary scale 

w and taking 12.51 of the base amount for the rank at the time of appoint 

ment as a regular part-time faculty member for each three-hour coiarse 
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assigned pur semester. The percent would be 16.7% for each four-hour 

course and 20.8% for eagii five-hour course. It is agreed that no 

faculty will receive less pay per section than was paid during the 

1974-75 academic year . ' « 

E. Yearly inc.rements will be made, subject to departmental and divisional 
P&T approval and consist of the next step on the scale or the equivalent 
percentage increase awarded regular full-'time faculty. 

F. Awarding of tenure is not p-ossible und^^r current Board of Trustees* 
policy. Job security for regular part-time faculty will, however, be 
offered consistent with the above constraints. Regular part-time 
fa^^ulty will be assured that all part-time positions will be filled 

on Ihei basis of a priority ranking which utilij^.es semesters of service 
for eai.'h subject specialization. / 

C. (^irt Lc ipat ioTi in the State Health insurance and retirement prOgrani^.s 
available for regular part-time faculty employed on a one-half tixr^ 
basis, or more. 

il. Regular part-time faculty will Be listed in the college catalogue 
in the same manner as regular faculty, except for an appropriate 
designation indicating their part-time status. 

I. Tuition waiver for regular part-rtime^ faculty, spouse and dependents/ 
Is to b|? applied in the sajne manner as for regular full-time faculty 
as described on pages 29 and 30 of the 1974-75 Faculty Handbook. 

■» 

J. yVll part-time faculty are protected under the Workmen^s Compensation Law. 

K. Part Ic^ ipa't ion in the blooci donor's program as outlined on page 25 of the 
Faculty Handbook is provided to all part-time^ faculty. 

L. Fac:ulty travel funds may be uuidt^ (^:J^ilnh^ c to regular part-time faculty. 
The amount oi funds available per faculty for prof c*ssi onal travel is to 
be chjtermined by each department. 

M. Fai:ul ty" research grants may be requested. The procedure for applying is 
presented on pages 26,27 and 28 of the Faculty Handbook. 

N. Regular part-time facu Uy are eligible for athletic privileges described 
on page^ 28 and 29 of the Faculty Handbook. ^ 

0. Every effort should be made to provide a desk for use by. aregular part-time 
faculty. ~ ■ '■ 

P. 'Pegdlar part-time faculty are entitled to full library privileges, including 
use of study carrels. ' 

^ enef i ts jio_t_Af ford ed Part-Time Facu lty ^ 

As a result of eurrent Board policy, the following benefits afforchul regular 
fr{cultv .irc not available to jegular part-time faculty: 

A. Tenure 
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B. Sabbatical 

C. Sick Leave 

(Regular part--time faculty may receive 50% of the full time 
faculty sick leave benefits) 

Temporary Part-Time Faculty , ^ . . ' 

4 ■ . 

Temporary part-time faculty consist of part-time faculty who do not meet 
the cp/teria presented in "A",^"B", and "C" of "Criteria for Regular Part- 
time Faculty Status", or those who may meet the criteria but voluntarily choose 
not to be classified as Regular Part-time faculty .i* In this category, for each 
three hour course, faculty will be reimbursed according to the following pay scale: 

Professor $1,100 

Associate Professor $1,055 

Assistant Professor $ 950 

. Instructor $ 800 

This corresponds to the evening pay scale, with $100 added to each rank to' 
compensate for additional travel invoLyed in meeting day classes more frequently. 
This is the pay scale for e^ch three-semester-hour course taught. 

It is agreed that no faculty will be paid less per section than was received 
during 1974-75. . --^^ 

Full-time faculty employed at another S taCe"^college may teach a maximum of 
one course a semester 'as a temporary part- time facul ty member at Tow6bn State College. 

■ ■ / / 

Expectations of All Part-Time Faculty ' f 

' . ' ■ ■ 

Faculty in the employing d^prartment are expected to assist §^11 new part-time 
faculty in doing a "good teaching job". The following procedures are suggested: 

/ . • 

1. Hold an orientation session with part-time faculty In /Which they are ' 
apprised of college and departmental regulations. Tlyey should receive 

the same orientation material that all new faculty ifeceive. 

2. Share with them materials prepared iy other persons in the department 
who teach the course or courses the^ may be teacjning. 

/ * ? 

3. Require that part-time faculty submit a cours^ syllabus to the departmetit 

for each course they are 'teaching . / / " 

/' 

/' ■ ■ 

4. Insure that part-time faculty receive cop^^s of cdmpus mail sent to all 
full-time faculty. " / 

/ * 

5. All part-time faculty are to ^utilize departmental student evaluation pro- 
cedures outlined in Appendix I, 5a, 0f the Faculty Handbook. Evaluation 

by regular facul Lv is to be accomp l^Lshed as specified in Ap]^>endix I*, pages 6 
and 7, of the Faculty Handbook. 



Procedure for Full-Time Em-ployment 



\ 



Tl* should be noted that faculty classified as "Regular Part-Time" or 

Er|c - 273. 



"l ''[niif/r/i r y ftssj i mc" havi- r^liL lol apply ff^r ri-K^^I'ir full-time positions. 

ll()v;'"/(-r it v; i J ] rn^ rut ('S,-..'ir v tiyr an /ipbiicalion to filed and enter compet- 
ition with all n\.\ivr applicants seekin;^ tlTe pof^lion. No part-time faculty 
meml)er is considered to have tlie r iglit ^to f i 1 1 ' a vacant . ful 1- 1 ilie position. 



Kve n i ng S(: h oo 1 

T}iese policies app-ly to part-tim(» day faculty only. 

The College- does recogni/e that there are exc^eptiohal instances^ 
^ of service, to tfie iweniiig flollegc* hy rc^gular part-time faculty/ 
wh(j arc not otiierwise p r of r».s s i ona 1 1 y engaged or employed. In f 
I his si t ua(. ion the Vfce Pros iderU of Aca(l(>mic Af fa Lrs^nd the ^ 
' De/in of the Kvert i ng*-Summer Division, would review individual ^ 

[^'•t'itions from regular part-time faculty teaching in the IweAing 
('()] lege, on a case to case basis, ' ^ ' 
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RKGlH.AR.PAKT-'flMK FACULTY AGHKl-uMKNT 



toWb'on state com.i:c;i-: 



7' 



. Thi s, a^'.ret'f'U'nt ir. ni.McIo Vhi :-. day of 

Towson State Col.lcno and _ _ ' 



(Name; 



^, 19 , bctv/ccn 

who J s residing kx 



and whose socl/il 



SUCH rl tv nuinht.' r i<s • 



(Addrcsr.) 



(SSN) 



1. ^hc Vjrci-]']-(^sident for Academic Affairs of Towson Static College docs hereby appoii 



th( l^.'j^^u lar^ f-'l j;:ie r.u'ulCy mt-^iiber lu'dicated above as y^/an 



(Rfink) 



in tliC' Dapar Lnu- at of 



1^ 



'2. .(General Coivljr:j 



off ective 



ar The Kf'/.uJ ar Par t --Time /acuity member has/4>een^J employed at "Towson State CoJlepn 
for. four consecul,ivo St;Mnes^ters or five out o^ the last six semesters, or in 
alVerna t;e -seiiiest en: f*or four years, s inc e S^p tt>m])er 197A. ' • 

TlieQ^^crul 'T Faf t -'T'hbP- far ul t y member ban ]?y^eh approved by the dej»ar tment" 

\ '. ' . .■,■■// ' ' ■ ■ 

scJeeJjon conanjttfc. * // ■ 



The ^•';'.nlaV Part -Tint- faculty^ will participate^ in d e^iar tmeuta 1' meetings. 



,scrve 'on depMr tmenfa 1 committees and* perform the following non~c]ass duties:" 



^1- 



d Non-c-a':; re:; [n);! s i"b, i 1 i t i c- s prc^sVnted In "C''' will involve, a minimiim avera^^e 

of th) I ;.' h(Rirs p 'm' v'cek for oach'^hree, semester hoiirs .tauj^lVh. 
•( „ Thi l""' i.'."^! ^ r\ I'a 1' ( -T I ; i. • f.'ir tfl t y 'membu r is iK)t a fuil- t i ilii^ faculty mr-ijiber of 
anoth- J :'a .It en Col U );».' , or dcA-; mj t liave other fiil 1- f i nie" prc^f ess i otui 1 
res.pc>u'>.i i» ; 1 i t i L's « , ' ' ■ ' »• 

f Dcpf.n*l i,UMU .il: exn(>c,t at i on and faculty evaluation procc^lures as Outlined in 
t^io. F,.K i;l ty-J!^>indl)0(/li, liavQ b.'cn ■uy.plaiiicd nnd will be followed. 



ERIC 



^275 



« . " *, '-•8-75" 

KarulVv' rank «iias' be.-n assigned using the same criteria applied to lull-Lime 



■ippu i nUrnent b . 



(>;asi^'lcrar f^n Tor promotr^^n wi Kl be iV acaqrclancc'* . wi t h procedures oytlii^ccl 



for ru'riular 'facul iv 
■ ■ V ♦ 



^' 1. 



.Hc..:-^.t:m.<-adat-ions l or salary Increments are subject to^ depar tmental and ^ ^ - 

<lLvisional l>;Vr approval, and" consist of the nex^l step on the §:cal,e or.Clu-'v . 

•_.rquiv I lent . percentage ^"increase awrtrde'fl regular full-time facultv.^ ^ ., 
Av»ar i i:-.^'...,f\' tenure is not available to Regular PXct-Time KaV.utlv,. „It i;^ 
aprve.,!- thai priority foV filling -part-time positions w i 1 l^be. followed usiuu . 
s<-mo^l'i:rs^ of service in 'sub.K^c't 'matter specialization as criteria. 
K.4/ul<ir P»tT-t:,-TLmeM-acal tv will' receive, L'ht^ -f o 1 1 owinp, fienefits;^ ^ ^""^ 
M) vll-^ted^in the Co^i^ege (-a t.a 1 o^ue' . ^ ' . * 

(^)" Proteclion uiidf^ Wor>krTlen's (;c>nipensat; i on \ ' : ' 

. i?evular .I>ar<-Tinie FamUv may eIect«to participa'te in or receive the I e 1,1 < )w i a.- 

vbenaf i I s,: ' ' ' ^ 

/ f l) sialic Health Insurance 'and Retirement Frogram-if employed cpn a one-hall 

time basis or more. . . ;•: ' . , 

(2; Receive tui t ion waiver^f or spoiler and depenflents in t'he same manner as ^ 

regiii^ir faculty. ' ^ , r 

■()) I\'irL ic.i pale in the Blooct Donor''-; ProKraip. ' , 

('0 Applv lor LrfiVi'l funds' and f ai- u 1 t. v , rt^sc^lre.!^M'.^'''l^ I s* - ' 
r>) ft, ■>■,.•! V.-. aihlrtic'privi lege^; described in the lacultV Ha ,ul WeuJ. . ' ^ 
•[■hi. lowinr benelils art> not a va i 1 ah 1 ,> 't o Re^.ular Pa t -T imr' Far u U v : 

Up * ■ . . . 

( 1 )^ Tenure ' , , - . ^ • 

(2) ' Sabbat ica I Leave ^ 

■-Ci). Sick Leave * , ^ , v •« * r r 

- ■■■■ (Regular part-time facilltv mav^receive 50% of the fuU-tim. 1 a^n^Uv 

sick leave benefits) ' ', 
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c oh t i nued 



- , BB'-S - . ■ . • . ■ . • . 

8-75\ ■ - * ' • ■ ■ • - " ■ :\ 

n^'' ReguJar* ParL-llmc Kicu^ty tuny apply fi>r fuli-Uimc ^'acaucicL;^; 1iuv^c\l-V, it 
wl]"l bu-nece5;<!>:n y Lo 'c-nUr compel: irlcva w i LlV^alL o< h.cr appa.itMiUs^ Rc.r.uhiv 



Par^t-Tiiiii- FnrulLy do n^oj^ havo, ihe rirlq foa pcVmancnt Ju] 1- 1 inic' pos ition . 

. t " <I • * 0 ' ^ _ - . • 

« ^ ■ ■ ' ..." 

I hereby" ar.rcc wiLli tfic j;oneral conditioiu; cmimera^ted above and "Certify that all 
inforiiiation provided i.s accurate . ^ ' / , ' ^ 

It . * ' * o 

^ "Date sJ^nc'd ; j ^ > -^^^ r-r- \ ■ ■ 



(RcguJaf Part-Time Faculty) " 



(Depar^mc^rit Cha i rperson) ^; 



It *is rcco:;irneiid(Hi t ba f tb j s' ap,tecmoot be 



appf ovod . , 
disapproved 



; (Date) 



(Associate- Dean) 



X' 



ii. 'l certify this ayi^olntnon't:; is in accordance wi th .fci'nnr, \sLat9ci i.n-Lhds aj.rcenent; 



(Date) 



(Vice" r-rc:; JdcnL , Ac.:-fdc:iii i c AT fa i rs) 



27-7 
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Date; 



certify that I have 



(Name) 

read the^'Policics for Part-Time Faculty** which contain the rights, 
prlvi1e[^cs and responsibilities for "Regular" and "Temporary" part-time 
faculty at Towsori State College. Although meeting the criteria for. 
assignment as "Regular Part-Time Faculty", I have voluntarily chosen to 
hb classified as a "Temp9rary Part-Time Faculty" member. 



Signed^ 
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FACIM'illiS BY Xi)N-i:()lJ.l Ci; 0K(;\\ [ZATlONS 



INTRODUfTION 



to '\i\y 



The cDvic] n 
po 1 i ' . . 
f I'i c i Jit ICS 
leave the l*:ie i 1 i 1 i t- 
eoruHM'ii'i nj4 thv 
l)cpj^;i rt iiiciit w'i 1 i 
an^ [) I'opc 'l-t y d,! 
anjfl t he o r-^'.aii i 
for re i fiihu r*s i n;.' 



;1 t*() r 1) i \ i 1 i t i e s i s p art of these 

lr).M r-e--'-rve^. tho rii^ht to- ]*e i'ii:>e -t iie use of its 
'rtiTjp :ii any ti me . Or^ani z:iX i ons are expected to 



ill iMjod oriler and to abide* hy a 1 1 .lo 1 Ic i^.o policies 
f ^'ac i 1 i I, i e^-. on campus . ^ The collep^e Physical Plant 
i n vest 1 ;^lte the tacilities after use. Shoul d' there he 
:M'.e , the o r\',an i ::at i un vv i 1 1 he notified,, repairs iiia4e,' 



It i on or the i r i nr.nr*ance company wi 1 1 ht^ rcjsponsibic 
the coflet'.e i'o r costs of repairs^. 



As Towson is a public institution, activities atnhe college must be ' 
consistent with the . t at e ^^nid local I'^aws which affect the larger 
community. When it becomes apparent that certain activities, ]:)ecause 
of their very nature, place the college in a position where it cann'bt 
exercise' i t s ' pi'opr i et a 1 responsibility in assuring c^omplifincc with i^ivil 
law then said activity cannot legitimately function on the Cc')mpus'. If 
thf: sponsoring organi :,at ion is incapable, e i thcr' as 'a^ I'csul t of problems 
in management or* becau-e of the nature of the event, of fulfilling its 
responsibility to th,e colWge and- large r*" communi ty then reservations for 
future events of a similar type by the sponsoring organization will be 
denied. 



The facilitic"- of I'owson State College sha^l be 
non- d i sc )M III i n a to ry basis apd w i^t44TjhUit_^ j*ega rd to i 
religjon, nat i ona l'~^f i'gi n , sex (or age. 

RFuSHRVATlONS [M^( JfT httuP: 



made ava i 1 ab l,c on a 
actors of race, color,. 



1,- Rcque'sts may be submitted in person, in writing, or by telephone to: 

■ Special Services Department 
' Towson State Go liege ' 

College Center ^, 
Baltimore, Maryland 21204 

Telephone: 823-7500 ext. 802 . ' „ 



In the eVent that food service is ^reque^(ted ^by the 'reserving 
organization, the college food Service Dep^rtm-erj^ should be . ^ 
contacted immedia'^ly. A contract for catering vfill be prepared 
by the hood Service Department. - ^ a 
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RliSPONSlBILrrilLS' 



/cnts niusft' cMiJ by 11:00 p.m. on Monduy throurji Tluirsday; 1:0.0 a.m. 
(»n Friday ami «6^aturd:iy ; and () : 00 p.m. on Sunday. tvcnts requiring 
later closiii^^ time fiiust be previously appro \/6d -by the Sj. eciaY 
jrvices Manager. AIL evejits in the (^len must end by dusk. 

Duration of t^vcwit:^ may be Jtmiled by the college, Ajni:)lified music 
at out door cajiipus areas will be limited to the f i rs t f loor, wes t 
.^patio area of the College Center. 



FHIiS ' . 

■ MINIMUM 
FACILITY ^ CllARCE 

Athletic Fields $ 30.00, 

Classroonrs ' 20 .00 

Conference Rooms (each). 5.00 

Fine Arts Concert liall r... ' 2J0O.OO 

.Fine Arts Studio Thbatrc . 140.00 

Fine Arts Theatre.. 1.^...,. 200.00 

Fine Arts 'llieatre Stage;... 200.00 

Glen (no lavatory facil ities 

includedX.;. I , 45\00 

- • . 

Gymnasia" (e^ch) \ 200.00 

Lecture Hall 80.00 

Lida Lee' Tall Auditofim,, ■ 80.00 

Locker Room.* -40. 00 

Multi-Purpose Room!.. J^00^^^ 

Multi -Purpose Room. Patio . ^ ^10. 00 

Parking Lot (for use ot^her than-' 
parking while in atten:dan<:e at 
events being held at the . . » 
colLege> . 40.00 



HOURS OF USE 
INCLUDLD IiN 
MINIMUM QHARGE 

. ... . .2 

J 

2 ..... . 

• r • • * • ^ 2 

......4.....'.. 

■ 4 ^. . 

.■! . . .-.'4. 

...... 3. . 

4 

. .4...... 

.......4 

.„...:^4;:".... 

„ .... .4. .... . 

• ... "... 4 

, .v.... -4...... 



EXTRA HOUR 
OR FRACTION 

\ 

''^ $15.00 
10.00 

• . 2.00 
50.00 
35.00 
50.00. 
. 50. OX) 



15.00 



50.00 . 
20.00 . 
20.00 ■ 
20.00 
25.00 
10.00 



10.00 



FACILITY 



Stephens AudittDrium $200.00 



Burdick F-ield. 



JIOURS or USE 
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MINIMUM 


INCLUDLD IN 


EXTFU HOUR 


CllARGF. 


MINIMUM CUARCL 


OR FRACTION 


$200.00 




$50.00 


■160.00 


.:...,4 


- . . 40 . 00 


250.00 




50.00 



Note 1 



NQte 2 
Note 3 



Tho Burdick Field rate includes use of field, field striping, 
^Id markers > ticket bofJThs, scoreboard and bejiches. The 
field sound system will be provided, if requested at a flat 
rate of ,$50.00 ' . * .- ' 

Normal use' of locker rooms is included in the rental rate 
for the gymnasia and swimming pool.. 

The college reserves the right to incre.asQ'- rates at ^any 
'time, and for any type of event.' 
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RHsr.i;.': \ r iw,:.;' \ • i.ii ji:s jj;jR _o _i.i.iri I'I.i'MU ■ 
* " atnM )' m ■ 1 ( : I A I . c : ,vii " J s m .an i a' i ' i ( ) n s 

o 

IN'fRODlJCTlON' ' • " 
, ' „ ■ « 1 

1., ActivitiLS and cvt.nts at 'Vows on' St ate Collej'.o are subject to _ 

limitations i imposed l>y- 'lie pliy:; i enl and staff capabilities oM" the 
institution., ActiVitie'. and ovont-; --.houU! bo pLannod at least six 
months {nr ifoio) in advinee in eoiijunetion with tlie Siiccial Services 
[)epartnvnt in order to reali-e niaxi mum effi ci ency in the execution 
\o f tlie e Von t . 

2. Colli^-i'i' ik [);irt niMil :iful 0J)-.;in i ::aH uns planniii^ special cvcMits during 
day el':i'.'> linurs dionld kcL|) in iiiiiul tli'nt: t lie iv is limited available 
parkin)', for I'lie-f^^ .Speei-il |)a f'k ui^ pe niu ir. for guests ean be^ i ' ' 
obtaiiu-d fnM;i,:>peei:il Sn-v-iees iuj- eveiiis wlien a room reservaticfn is 
involved. l(;r guc-U s and v i si I o rs * i n v i t ed to attend mee biitgs , J,ectures, 
etc. when space rese rvat i ons are not needed, guest spee/al . pa rk i ng, 
permits ean be obtained from I'arking Services, room 118 of tlic 

Col lege Center. • 

3, As Towson is a-puhlic institution, activities at the college must be 
consistent witli tlie state and io^al laws wlri ch affect the larger- 
community. Uhen It becomes ;ipprn'ent tliat cert ain ac ti. vi t i cs , because 
of their verv ;^aturc^ place the college in a position wliere.it cannot 
ex6rcise i ts' propri etal responsibility in insuring com.pliance with 

'£iyil law, then said activity cannot legitimately functio^i on the 
' campus. Wlien a department or organization on campus sponsors an 
activity at wiii ch it is appafent^'that i>s rcspons ibi 1 it ij^s to the 
'colle^ic and'ci.vil law are not being met, and/or Xb^t tlie sponsoring 
group is inv^ipabie/eitlier^ as result of problems -in .manageaient , o r 
because'of tnChature of the event^, of fu 1 f i 1 1 1 n g i t s respons ib 1 1 a t J e^ 
• . to the colleiV and the larger community, then requests for-future evcMits 
of similar type by the sponsoring department or^ organi zat lOrt will be 
d^^n i ed , 

4; The "facilities of Towson State College shall ba made available on 

non-discrimiaatory basis and withc3ut regard t^ factors of ri^ce, ^oj'^r, 
religion, national or-i gin ,^-sex or age. 



R. RESBRVATIONS PRO(:iil)ljRI-: 




All room and spa^e reservation requests for\use^ df col lege; faci 1 ita es 
, for^ajl caippus /ictivities fothcr than regular academic' classesj, and 

permanent ly a\sw gned departmental or "o rgan i zat ion al space) are to be 

made with the Spcci al^ei-vices Department . 

; I - ■ . . . 

Organizations and departments" are rcV^ii^^d t.o make tbcir request'^ at 
^least one, w<(^k i.n advance A" minimum of two weeks notice^ is rcqViitcd 
Vdr a,l] event'. rec]^ui.ring S[)ecial ar.ran gemcn^ s , e.g., audio visual 

cquip^nent^ furniture, placement, ch Ai r and'"tah le rental, etc. (.Note 

sbetion ^hA). . ^gg 
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llie Special Services Deparliiient i responsible for detennining 
which facility is appropi'ialc for tlie planned event. 

Requests Gire to hv made in person or by phone at- the Special Services 
Office. C\t that time, the reciuests wili be cliecked against th^ 
master fi 
and space 



ie to determine the ava i labi li ty,. o f the, desired time, daj 



^7 



5. No space wi^l be officially res/rved until confirmed in writing by 
the Special Se/vices Manager. ^ 

■"' ^ k (. 

6. All departments and organizations concerned with a request are sent 
copies of the reservation. / 

7. If an event is cancelled qT a schedule change made, it is the 
responsibility of the reserving party. to inform the Special Services 
Department at least 48 hours in advance. " ^ 

8. In the event that any chanfec of schedule is made. Special Services 
will contact all concc rncd \part ies by addendum. 

9.. All requests calling for special set-ups and/or for events at which 
the public might be in attendance must include the signature of the 
organization's, chief officer or the . department head or his or her 
authorized representative. , 

10. In the event that- food service is requested by tii/ reserving department 

or organization, the Food Service Department sh'ould be contacted 
" ' immediately after the reservation has been confirmed by the Special 
Services Manager. N'o food service othQ.r than that pl'ovided by. the. 
college Po6d^ Service Department is permitted. 

> 

TICKETS /' ^ , ' ' ' 

1. A ticket sales and free ticket di spirit) ut ion service is available 
through the College Centpr Box Offi'ce at no charge for college 
departments and official' campus organiz«ftions . All tickets for events 
sponsored by departments and organizati^ons must" be sold. o.r distributed 
through antl/pr fiunyer the ausp ices^ of the Box Office. ^ 

Tickets f6r sale or distribution must be annotated with seat' numbers 
and/or-a sequential nimiber system and must be print^tid in a manner^ 
which will limit^e opportunity **f or casual duplication or counter^' 
feitin^g. -AssistWce rmd advice concerning the design and production 
. of tickets will bl\pro vi dcd. by the Box Office Supervisor the Student 
GovernmenJ: Offig^ and/or the News and l^ubl i cations Office. 

Tickets "for sale or ^dist ribut ion must be received by the Box Office 
no later than one week prior to the opening sale or distribution 
date . 

. • - 283 
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No advertising. 0^ ticKet availability may ho released or published 
bbfore express/approval to rolcase such advertising is obtained irom 
the Box Office Supervisor. Advertising should never indicate or 
imply that tj'ckets arc on sale in the Box Office if said tickets have 
not been rc/eivcd by the Box Office. Conversely, advertising should 
indicate vlien tickets will go on sale. 

Remote ticket sales or distribution service will be provided at the 
event location upon request of the sppnsoring group. However, there 
may be a nominal fee for such service. 



D. RHSPONSIBILITU-.S 



J 



J 



3. 



5. 



A meeting, i. f requested by Special Services, will be held two weeks ^ 
prior to an event with the Campus Police Department, Physical Plant 
Department, and the SpecLal Services Department to discuss the event. 
The reserv'ing party is to be in attendance. 

All equipment will be signed for by the reserving party This person 
will be responsible for the equipment and will be held liable if the 
equipment is lost, stolen or misplaced. 

No tickets can be sold, nor admission allowed, beyond the estAlished 
safe capacity of any campus facility. 

Food and drink will be'allowed only in designated food and drink 
serving areas . 

The use of drugs is expressly prohibited on college property. Smoking 
is prohibited in all areas where "No Smoking" signs are posted Ihe 
presence and use of alcoholic beverages on the Ccun^us is prohibited 
and allowed only when the reserving party complies with existing 
college alcohol {idlicy. 

Ushers must b^ro vi ded at^ al 1 concerts, plays, etd, and at otjier 
type events iTd^termined by the Specittl^Services Department » Ushers 
are to enforce sAfety regulations such as -no smoking and setting is 
aisles. 'Ilie numbW of ushers required will be determined by the 
Special Services ^epartment. 

Events mu5t en/l by 11:00 p.m. on Monday through Thursday; 1:00 a.m. 
on F>i-tfey.and )at:urday and 6:00 p.m. on Sunday. Events requiring 
a l^ter cl^TrlTg time miist be previously approved »6y the Special 
frvices. Manager. All events in the Glen must' ends by dusk. 

Duration" of dances will be limited to five hours. Amplified music 
at outdoor campus areas will be limited to the firs<_Xloor west 
patio of the College Center. . ^ 



ERIC 



284 



1^ 



9. The responsibility and accountah i 1 ity for the management of campus 
events and activities rests with the- sponsor of said activities. 
The event sponsor i^s responsible for enforcing compliance with state 
and local laws and college policies at events. Failure to enforce 
the aforementioned laws and policies may result in the sponsoring 
department or organization being restricted from using college 
facilities in the future. 

10, The sponsorin'^r department or organization will be responsible for 
any damage incurred.. * ' 



SPPXIAL POLICIhS FOR liX^nU-ORD INARY EVENTS 

The following policies may be in force for certair^type events (e.g., 
rock concerts) that are deemed by the Special Services Manager to have 
possible adverse implications for the college. 

1, These events will be limited to Sunday afternoons between 1:00 p,m, 
and 6:00 p.m. and shall be three hours or less in duration. 

2., These events will not be allowed for off-campus groups, or when the 
predominant number of those expected to attend are from off-campus. 

3. Thei'e shall be no tickets available at the door for these events. 

4. No alcohol or smoking will be penffitted at these events. Sponsors 
will be required^to collect bottles or cpntainers of any sort from 
anyone bAnging them to the^evont. ' , - • 

5. Off-campus advertising must be approved by the Special Services Man^^er 

it ' * 

6. No tickets may be placed for sale off-campus unless approved by the 
Special Services Manager, 

7. Performance groups with histori^^s of audience disnSption vrill not be 
permitted. 

8. The Special Services Office will be responsible for ^ determining if the 
requested event, is to be held. Any violations of policies prior to 
the event will result in the cance 1 lation of the' event and any 
violations of'policy during the event will result in th^'loss to the 
sponsoring grCnup of the privilege of sponsoring future eVents for 
at least -one year. 



FEES 



College' facilities are generally made available at no charge to college 
departments or organizations. However, reservations that necessitate 
overAme or othef extraordinaiy expenses will require a transfer of 
funds from the reserving department or organization to the department 
or departments incurring the. extraordinary expenses. If requests 
require the rental of non-college^^qwned'equipment , the rental fee^ 
will be charged to the re'questing department or organization, 

• . -285 'y'- 
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Paragraph F~l applies only to events that are funded by college 
funds. All other types of requests (including, those for events 
that are sponsored by non-college groups and/oj- organizations, 
or events held by non-college groups and/o*r organizations sponsored 
hf college personnel imd/ov departments) will be treated' ^n 
accordance with'policy number SS-1 (Non-College Organizations). 
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INDEX 



AAUP, 99 ■ 

1940 Statement of Principles on 
Academic Freedom and Tenure^ 13 
and Appendi*x F 
1966 Statement "on Professional 

♦ 

. . ' Ethics, 15 . ' ' ^ , 

19158 Statement on Procedural 
" Standards in Faculty Dfsmissal 
— Proceeding's, ^5 and. Apgendix F- 

Ab'sence, 20^ 51, 64 - « ^ 

Academic Advising, 64, 67 
Academic Calendar, Appendix S 
Academic Council 1., 6, Appendix A 
Academic Freedom, 13, Appendix F 
Academic Policies & Procedures 41-82 
Academic Systems ^Research (Office , of), 92 
Accicjent Report, Appendix V 
Administra^: ive Poti^-Qies and Procedures 
31-40 

Administrative Organization ^--A 
State Level, 2 

College Level,* 4. 

\ 

Addrc^ss, change of, 35 

Advanced^ credi t for pri^r excellence, 53 
Advances in^ salary, 25 ' . ^ 

Advisers to student organizations,. 99 
African-American Studies, 56 287 



Affirmative Action 5, 17 Appendix AA 
Alcohol Policy , 34 ' 

American Association of University - 

Professors (See AAUP) 
American Studies, 55, 56 ' - 

Annuities, tax~sheltered, 24 
Appointment, 17 , 
Arts and Sciences Major, 54 
Association of Higher Education m 

•Maryland, 99 ' ^ 
Attendance « 

Student ,01, 64'' 

Faculty at academic functions,- 67 
.Auditing courses, 42 

Bachelor of Ar"ts, 4a 
' Bachelor of Science, 48 
Black Studies,'' 55 
Blood donor program, 25^ 
Blue Cross, 24, Appendix K 
Board of Trustees , 2 j 
Bo^^ of Visitors, 3 
Bookstore /SL4 
Budget ProceduresV^3i: 
Campus Police, 36 
Center for the Development \(f 
Human Resources, 83 



ERLC 



-I- 




Change in- a Ma j or,,Ji*ogram, 78 

f:hange Qf Address, 35 ■ , 

Change of Course Schedule, 42 
Charts; organizational. Appendix C 
'Classification of students, 43 
Collections and Donations, 33 
College Center, 93 
College In Es-crow, 59 
College Media Services, 85 

Equipment VLrculation, 86 
11m Services, "87 
raphic Production, 87 
Electronic Repairs, 88 
^ Audio Production Services, 88 
Television Services, 88 
Photographic Services, 88 
Cine Productions, 89 
Information Retrieval, 89 
College Services j 82 
Committees, S;t:ahding of Academic 
Council, (all explained in 
Appendix A) 

Academic Sta"»dardg «^ , 
Admissions 

Bookstore ^ 
College Union 
<*:urriculum 



Promotions and.- Tenure 
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Faculty Research 
Fiscal Affairs and Planning 
Graduate Program 
-Housing 

Inter-Collegiate Athletics 
Library 

Public Programs . 
Student Rights and Responsi- 

J ' ' ' 

bilit«ies 

Tt 

Summer and Evening Programs* 
Faculty ..Mediation and Hearing*' 
Faculty Hearing 
/ Faculty Hearing Panel 
Mediation-Inquiry 
.Compensation, 22 (See Workman's' 

Compensation) 
Computer Services, 91 
Constitution 

Towson State College, Appendix A 
Maryland State Colle^-es Faculty 

Senate, Appendix ,B 
TSC Chapter of the AAUP/Faculty 
Associ-at ion , Appendix D 
Contract, 13, Appendix E 
Cooperative Education Program; 61 
Council for Higher Education, 4 
^Courses, Standardizing Titles, 76 
Credit for Prior Experience, 53, Appendix 



Credit Hours, 41, 74 

.Credit in UppeV Division Courses,- 67 
Credit Unian, 25 

Curri.culum Committee-Policy, 70-80 
Dean's List, 52 
^Deductions from salary, 23 
Degree Requirements^ ^> 48 
Demo,nst rat ions , Campus PoMcy 

on Appendix 0 ' 
Department of Gene r^l , Services ,- 4 
Department of Stat e 'planning , 4 
Departmental Minors, 7 7'"' ? 

Desk Copy Procedure 9*4, Appendix X 

- • ( 

Dining Facilities, 97 ' ' r 

• Directed Independent Study,- '53 ' / 
-Disruption, Campus ' 

Suspension, policy on. Appendix P 
Disturbances in classroom. Appendix Q 
Drugs, 33 

Duplicating Service, 91 

Emergency Physician Service, 82 
Employment, out^^ide College, Appendix E 
Ethics Prof ess iohal , 15 
'Ethnic Studies, 57 ^ 
Evacuat ion procedure,®^ 37 
' Evalua t ion Ea€^l ty , Appendix I 



/ 



Evening College, 10 

Experimental Courses , termination 
•* 

of, 7b ■ 

'> 

Faculty 

<• " .• ■ 

ft 

Absence, 20 ! 
Academic Council, 6 
Academic Freedom; 13 
Advisers ,. '99 " - 
Appointment ,17 

Attendance at Academic Functions, 
Attendance Policy, 64 
Compensation, 22 
Contract, 13, Append/x E 
Departmental S truc/uure , 6 
Evaluation, ApgeVidix 1 

" 7- 

Faculty Association, 6 

y 

Graduate, W 

Hiring Procedures Appendix-AA 
Injury, 21 

Leaves, 18-20 ^ 
Liability,- 36, 

Part-time, 17, 30 Appendix BB, 
Professional Ethics , 15 
Promo t ion, 18 
Reappointment, 17 
Recreation^pr j4ji1>eges , 28 




Research, 9 2 
Research Grants, 26 
Salajry increments, 17 * 

Appendix G 
Tenure, 18, 'Appendix F . 
Travel, 26 

Tuition Wavier, 29 ^ 
Welfare and benefits, 23-^9 
Workload, 63 

Federal and/or Foundation Funding, 28 

Final examinations^ 6Al 

Final grades due, 65 

Fire drills, 37 

Full-time Student Standards, A5 

Gambling,^ 33 ' . 

General College Course Requirements 

49, 70, 71 
General Studies, Ik 
Gifts and grants, AO , ^ 
Grades 

Marking system, A3 

When due, 65 
Grading Policy, 66 
Graduate Assistantships , 9 
Graduate studies, 8 



Graduation with honors, 53 

6 



Health care program of Maryland 

employees*. Appendix K 
Healtli Center, 82 
Health Services. Management 58 
History of College, 1 
Honors Program, 52 
Honor societies, 100 
Hospitalization, 2A, Appendix K • 

Identification cards, 100 
Information, Public 39 
Injury in Line'^ of Duty, 21 & Appendix 
Institutional Development,' Office 

of, 5, 39 
Insurance coverage for personal 

property ,37 
Insurance, group, 26 
Inter-library loan service, 69 

Keys , 36 

Law Enforcement, 5 A, 56 , - 

Leaves, 18-20 

Sabbatical, 18 " 

Leave of absence without pay, 19 

Annual leave, 20 

Sick leave , 20 

Absence for other reasons, 20 
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Procejdure in case of absence, 21 
Liability of faculty members,; 36 
Library, 67. 

Purchases, 67 

V: 

Reference services, 68 . 

/ / .' 

Borrowing, 68 

Inter-library loan sery^ice, 68 
Faculty reserve, 6%' 
Faculty 3tudies/^nd carrels ^ 69 
Hours, 69 




Lost and Found'!' 100 



Mail delivery, 96 
Mainteijance,, 35 
Major Program, Ghauge In, 78 
Marking system, A3 \ ' ^ 

Maryland Classified Employees Assoc.', 26 
Maryland State College Faculty Senate^ 3 
Maryland's System of Higher Educat:it)n, 2 
Master's degree programs , 8 
Media Services, 85 
Medical services, 82 
Mini-Mester, 12, 80 
^ Minors^ 77 

National Student Exchange "Program, 63 

^ J' . • 

New Course, Approval, 72 ^ 

"New Pr&'gpam- Procedure, ^72, 80 
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Non-Used Courses, 75 - / 

office hours , ^63 
Office Supplies, 33 

Optional General f:d.ucation Plans, -50, 72 

Organizational. charts , Appendix C 

Parking, 98 ^ - 

Part-time faculty, 30 

Pass/no credit optionV^^^S 

Pension, 23, 'Appendix J 

Personnel, 

Policies and Procedures, 13-30 

Photocopying services , 91 

Physical Examination, 82 " ^ 

I^hysical^ plant services, 3^ 

Police, 36 

Post Office, 96 

President of the College, k 

Professional Ethics, 15 

Professional meetings, 26' 

See also , Travel ^Allowance • \ 

Professional Organizations, 99 . 

Program Transfer, 

Promotion, 18 , 
Promotion and-Tenure Commit tee , ^ 18 
Property Control Policies & Procedures, 
Psychiatric Services , 84 
Public Programs, 90 
Purchasi T^, 32 
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Ouallty points, A '3 



Rank, Qualifications for academic 



Appen(|ix H 
Reading Center, 85 



Reappointment, 17 
Recreation Privileges, 28 
Reference services, 68* 
Registration (student), 41, 64 
Reinstatement (student), 48 
Repeating of courses, 45 
Required Courses exempt ion from, 
Research Grants, 26 
Reserve Faculty (Library) , 69 
Retirement, 23, Appendix J 

Sabbatical Leaye , 18, Appendix U 
Safety, 37 

Coordinators , ' 

Team, ^39 . ^' 

\ ■ 

Progr^mXAppendix W 
Salary^ \ 

Ac^vance , ^5\ \ 
Checks , 

Deductions^ 23 
A>^vening College, 23 
Increments, 17 
Summer, 23 
Salary scale, Appendix G 
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Salesmen , 37 * 

Savings bonds, 24 

Second Bachelor * s Degree , 60 

Secretarial assistance, 98 

Semester of Study, 52 , 

Senate (Faculty) of State Colleges, 

Constitution of. Appendix B 
Sick Leave, 20, Appendix Z 
Signs, 98 

Social Security, 24 
Speech and Hearing Clinic, 84 
Special Programs, 53-63 
Special Topics Courses, 78 
Standards of work required, 44-46 
Student assistance , 98- 
Student Government Association, 7 
Student Load , 42 
Student organization, 7, 98 
'Student registration, 4i,64 ^ 
Study Skills Center,* 84 
Summer Session , 11 
Supplies ,33 k 
Susp,ension policy. Appendix P 

Taxes in Maryland, Appendix N 
Teacher education programs in 

Evening College', 10 ' 
Teaching Ldad , 63 
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Telephone service, 97 
Tehure, 18^, Appendix F « 
Textbook Rec^juisi tioning , 94 Appendix Y 
Thematic options, 55, 57 
Transcripts, 52 . . ^ ^ 

Transfer students, 41, 45, 47, 67, 

70, 71 
Transportation, 3^ " 
Travel allowance, 26, '33, Appendix L 
Tuition Waiver, 29 i 



Use of college facilities, 97 , Appendix CC 
Use of college^ame ,/ 39 , 
se of perlJ^ege vehicles, 33 



Voting^ Qualifications for in 
Maryland, Appendix M 



Weather, inclejnent, 39 
Welfare and benefits, 23, 29 
Withdrawal from a course, 43 
Withdrawal from the College, 51 
Workload (Faculty), 63 

Academic advising, 64 
Office houts, 63s 
Student registration, 64 
\ Teaching load, 63 

Workmen's Cc^pensat ion , 25 
Women's Studies, 55, 57 
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Ouality j^oints, 43 

Rank, Quaiif ica tions for academic 

Appencjix H 
Reading -Center, 85. . . ' 

*'lleapp*c3intment , 17 ' 

Recreation- Privileges , 28 ^ 

Reference setyices, 68 / ' 

Registration (student) , Al, 6A 

« 

Reinstatement (student), A8 

Repeating of courses, A5 

Required Courses, exemption from, 41' 

Research Grants, 26 

Reserve Faculty (Library)V 69 

Retirement, 23, A^pe'ndix 

. ' \ . ■ 

SabbaTlcal Lieave, 18, Appendix U 
Safety, 37 " ' ^ 

Coordinators', 38 * 

Team, .39 ' . 
* Prp^ram\Appen'dix W 
Salary 

Advance, 25 

Checks , 

Deduction^ 23 ' 
Evening College, 23 v 
• . increments , '17 

Summer, 23 ^ * - 
Salary scale, Appendix G 
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Salesmen, 37 ^ 

Savings bonds, 2A 

Second Bachelor *s Degree, 60 

Secretatial assistance, 98 / 

Semester of Study, 52 

Senate (Faculty) of State Colleges 



Cons t i tu t ion of , Appendix B " 
Sic^ Leave, 20, Appendix Z 
*Sign^, 98 < ' ' 

Social Security, 2A * 
Spteeq^ and Hearing Clinic, 8A 
Special Programs, 53-63 
. Si>ecial Topics Courses 78 
\ Standards of work - required ^- AA-A6 
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, Stj^dent Government "Association, 7 
• -^ifeddent Load, A2 , ' 

Student organization, 7,, 98 
"student, registration, Al^j6A 
Study Slcills Center, 8A . . 
Summet Session, 11 • 
Supplies, 3'3 » ' 

Su,sp.ension policy,, Appendix T 



Taxes in Maryland', Apj^endix N 
Teacher Mucati'on programs in 

Evening/College',' 10 
Teachii^g Ldad, 63 
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Telepht)ne service, 9.7 

Tenur4, 18, Appendix F • ' . _ 

Textbook Re<5uisitioning^' '94 .Appendix X 
Thematic options, 55, 57 
Transcripts, 52 ' . ; • ' 

Transfer students, 41,' 45, 47 , 67 , • 

70, 71 * ^' 
Transportation, 36 

Travel allowance, 26, '33, Appendix L 
Tuition Waiver, 29 , 

Use of college facilities, 97 , Appendix CC 
U^se of college name, 39, 
Use of college vehicles, 33 

Voting,' Qualifications for in ' c , 

Maryland, Appendiic -M * - - ■ 
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Weather, increment,. 39 
Welfare and benefits, 23, 29 
Withdrawal' from a course, 43 
Withdrawal from the .College , 51 
Workload (Faculty), 63 

Academic advising, 64 

Office hours, 63 » 

> 

'Student registration, 64^ 
\ Teaching load, 63 , < • 

Workmen's Compensation;,- 25 
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